This is an example of a table that you might get after doing a 300ft buffer to create a mailing list:

(Names have been changed!)

A B
1 parcel_number owner_name
2 00-000-0000 Little Red Riding Hood
3 00-000-0000 Winnie The Poch
4 00-000-0000 Little Mermaid
5 |00-000-0000 Tigger
6 00-000-0000 Jasmine
7 |00-000-0000 Mufasa
8 |00-000-0000 Moana
9 00-000-0000 Poppy
10 00-000-0000  Cruella Devil
11 00-000-0000 Lightening McQueen
12 00-000-0000 Dory Angelfish
13 00-000-0000 Pocahontas
14 00-000-0000 Tinkerbell

Save the document as an Excel Workbook somewhere where you will be able to find it again. ©

To create labels for this mailing list, you will need to do a Mail Merge in Microsoft Office.

1. Open Microsoft Word
Go to the Mailings Tab
3.
Start Mail|  Select
Merge ~ |Recipients ~
L2 Letters 5
f—d E-mail Messages ]
=1 Enyelopes...
= Labels..
= Directory
Label Oy
@ Mormal Word Document I:
[#]  Step by Step Mail Merge Wizard...
4.

C

| D E

owner_address1

100 Forrest Lane

657 Hundered Acre Wood
277 Starfish Cove

124 Hundered Acre Wood
108 Persian Palace Drive
2500 Safari Lane

Te Fiti Island

421 Cupcake Forrest

100 Spotty Lane

123 Cars Land

Purple Shell Lane

894 Riverbend Street
Tigerlilly Avenue

| chose Avery Template 8160. Hit OK.

owner owner_city_state_zip
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345
Fairy Tale Land, USA 12345

Select the button that says “Start Mail Merge” and select “Labels...” from the drop down menu.

In the Label Options dialog box that opens, find that labels that you will be printing on.

Label Options
Printer information
(O Continuous-feed printers
@ Page printers Tray:
Label inforrmation

Label vendors: | Avery US Letter

Find updates on Office.com
Product number:

Default tray (Auto Select)

~

Label information

8126 Internet Shipping Labels
8127 Shipping Label & Paper Receipt
8160 Easy Peel Address Labels

8161 Easy Peel Address Labels
8162 Easy Peel Address Labels
8163 Shipping Labels

Type:
Height:
Width:

Details... New Label...

Page size:

Easy Peel Address Labels
1"

2.63"

8.5" % 11"

Cancel




You should see a full sheet of labels that looks something like a blank template of which ever
label you are going to use.

[

5. Click on the “Select Recipients” button and choose “Use Existing List...”

I Select
Recipients | Fe

i IE Type Mew List... |
Use Existing List... |

85 Select from Cutlook Contacts...
i

6. Navigate to the Excel Workbook that you saved earlier and hit Open, then hit OK.

Select Table 7 .
Mame Description  Modified Created T
'Addresses (6)%' 10/5/2017 4:23:23 PM  10/5/2017 4:23:23PM T
< >

First row of data contains column headers Cancel

Your Document should now look something like this:
&

«Next Record» «Next Record»

«Next Record» «Next Record» «Next Record»

«Next Record» «Next Record» «Next Record»




7. Click on the next button that says “Address Block”

Here we will decide how we want our labels to look and which fields we will use from the table.

Click on Match Fields.

Specify address elements

Insert recipient's name in this format:

Preview
Here is a preview from your recipient list:

Josh

Josh Randall Jr.
Josh Q. Randal Ir.
Joshua

Joshuz Randall Jr.

Joshua Q. Randall Jr.

~ 1 I M

v

Insert company name

Insert postal address:
j
Address ‘

Block

United St

ates

8. Using the drop down arrows will show you the field names from your excel file. Match the fields
you want to use on your mailing label. You do not have to match every field. Hit OK.

Match Fields ? X

In order to use specil features, Mal Merge needs to know which
fields in your recipient list match to the required fields. Use the
drop-down list to select the appropriate recipient list field for each
address field component

Never include the country/region in the address
Always indude the country/region in the address

Only include the country/region if different than:

Format address according to the destination country/region

Correct Problems

If items in your address block are missing or out of order, use Match
Fields to identify the correct address elements from your mailing list.

Match Fields...

Cancel

Required for Address Block -

First Name owner_name

Last Name (not matched) ~
Suffix (not matched) ~
Company (not matched) ~
Address 1 owner_address1

Address 2 (not matched) ~
oy v
State parcel_number ~
Postal Code owner_name ~

Country or Regic owner_address1 M v

Use the drop-down |
that corresponds to
(listed on the left.)

owner_address2

owner_city_state_zip
(not matched)

[ Remember this ma
computer

9. An example of the first recipient on the mailing list will show in the box...does it look correct?

Did you get everything in the right order? If not, go into “Match Fields” and try again. Once it

looks good, Hit OK.
Insert Address Block

Specify address elements
Insert recipient’s name in this format:

Josh (o)
Josh Randall Ir.

Josh Q. Randall Ir.

Joshua

Joshua Q. Randall Ir. v

Insert company name
Insert postal address:
Mever include the country/region in the addrass
Always include the country/region in the address
Only include the country/region if different than:

United States

Format address according to the destination countryfregion

Preview

Here is a preview from your recipient list:

1 P

Little Red Riding Hood
100 Forrest Lane
Fairy Tale Land, USA 12345

Correct Problems

If items in your address block are missing or out of order, use Match
Fields to identify the correct address elements from your mailing list.

Match Fields...

Cancel



10. You should see in the very first address label box that <<AddressBlock>> appeared. All the other
labels still read <<Next Record >>

=

«AddressBlock» «Next Record» «Next Record»

«Next Record» «Next Record» «Next Record»

«Next Record» «Next Record» «Next Record»

. . %] Update Label
11. Now we will click on the button that says: 18 Update Labels

E

«AddressBlock| «Next Record»«AddressBlock» «Next Record»«AddressBlock»

«Next Record»«AddressBlock» «Next Record»«AddressBlock» «Next Record»«AddressBlock»

«Next Record»«AddressBlock» «Next Record»«AddressBlock» «Next RecordneAddressBlock»

Each box should be updated with <<AddressBlock>>

12. Next click on “Preview Results” and see what your labels will look like!

Preview
Results

Little Red Riding Hood
100 Forrest Lane
Fairy Tale Land, USA 12345]

Tigger
124 Hundered Acre Wood
Fairy Tale Land, LUSA 12345

Moana
Te Fiti Island
Fairy Tale Land, LISA 12345

Lightening Mclueen
123 Cars Land
Fairy Tale Land, USA 12345

Tinkerbell
Tigerlilly Avenue
Fairy Tale Land, LISA 12345

Winnie The Pooh
657 Hundered Acre Wood
Fairy Tale Land, USA 12345

Jasmine
108 Persian Palace Drive

Fairy Tale Land, LISA 12345

Poppy
421 Cupcake Forrest
Fairy Tale Land, LISA 12345

Dary Angelfish
Purple Shell Lane

Fairy Tale Land, LISA 12345

Little Mermald
277 starfish Cove
Fairy Tale Land, USA 12345

Mutasa
2500 Safari Lane
Fairy Tale Land, LISA 12345

Cruella Devil
100 Spotty Lane
Fairy Tale Land, USA 12345

Pocahontas
£94 Riverbend Street
Fairy Tale Land, USA 12345



At this point you can adjust the margins, fonts, sizes, etc. Make them how you like them.
Sometimes a name or address will be long and need to be adjusted on the label. Just look

everything over until it’s how you like it.

P T T T T T S RT3 S S S T S S T B S S BRI SR Y5 | 7 |
Ll Bed Rilyg Hond Winnie The Poch
700 Ferrest Lo 657 Hundered Acre Wood
Faiy Tobe da] HSA 12395 Fairy Tale Land, USA 12345
Tigger Jasmine
124 Hundered Acre Wood 108 Persian Palace Drive
Fairy Tale Land, USA 12345 Fairy Tale Land, USA 12345
Moana @@m.
Te Fiti Island 421 @“’PME” Tethedt
Fairy Tale Land, USA 12345 Fin Tale Land. Usok 12345
Lightening McQueen Dory Angelfish
123 Cars Land Purple Shell Lane
Fairy Tale Land, USA 12345 Fairy Tale Land, USA 12345
Tinkerbell
Tigerlilly Avenue - ]
Fairy Tale Land, USA 12345
13. Last step is to click the button “Finish & Merge”
% Merge to New Document ? X
Merge to
Adobe PDF SR
03 Edit Individual Documents... O current record
% Print Docurments... ] O From: | | To: | |

By Send E-mail Messages... [ ok ]| cancel

| like to Edit Individual Documents. That way if | have multiple pages | can make sure all the
labels look the way | want before printing them.

ENJOY! ©



