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Mail Merge Job Aid with Barcodes

*You will need to Download and Save your output file to the computer before starting this process*

1. Select and open the Template

2. Click at the top. (doesn’t show on all templates)

3. If you get this message click No
Micrasoft Office Word % [

Enable Editing

Opening this document will run the following SQL command:

i h SELECT * FROM C:\Users\amy Mayberry\Desktop\12(1). 2. 11 quote burst file Without emails_guotes.csv

Data from your database will be placed in the document. Do you want to continue?
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Show Help =

4. Click B " at the top.

5. Click Select Recipients and Use an existing List.
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6. Select the Outfile and Click Open.
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File name:

3 9_25 DirectConnect_AutoPhoneOnly
189 925 DirectConnect_ AutoQuotes
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7. Click



8. Highlight <<encoded|mbno>> on template above First and Last name

«encodedimbno»
 «FIRST_NAME» «LAST_NAME»
«ADDRESS_ADDRESS_2»

«CITY», «STATE» «ZIP»-«M__ZipPlus4»

9. Once highlighted c_hange Font to ”USPSIMBSt_an_dard”

-

-~

Especially F (Headings) | |=

Bod
, «FIRST_NAI o

«ADDRESS_
#CITVw &S7
10. Click Finish and Merge then Print Document
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DD Edit Individual Documents...
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D.g, Print Documents...

B Send Email Messages...

11. Select Number of Records to Print and click OK

Merge to Printer ? X

Print records
@il
() Current record
O From: To:

12. Select Printer and Click OK

Print 7 >
Printer

Mame: 7= 3 Microsoft Print to PDF ~ Properties
Status: Idie e ——
Type: Microsoft Print To PDF

Where: PORTPROMPT: [ Print to file
Comment:

[1 manual duplex
Page range

@ an

Current page Selection

O Pages: [ collate
Type page numbers and/or page
ranges separated by commas counting

from the start of the document or the
section. For example, type 1, 3, 5-12 or
pl1s1, p1s2, p1s3—p8s3

Copies

Number of copies:

Print what: | Document ~| [Zoom
Print: Al pages in range ~ Pages per sheet: 1 page B
Scale to paper size: | Mo Scaling -
Options...




