MS Word 2007 for Windows, Part 4

The following topics will be covered:

+  Mail Merge
* Footnotes an

d Endnotes

Mail Merge

Before starting a mail merge, be sure you have your data source set up. An Excel database makes a very

handy and efficient data source. When you edit or create your Excel database, be sure to have your label
row at the top of your data, with no blank rows between. An illustration of a portion of the spreadsheet
database is below. Then, select the entire Excel data source, including the label row, and name the range.

Faculty - Lf_“ I | Mrivs
A B | C | D |

2

3 |MrMs FirstName LastName Plant Specialty Plant Scientifig
4 |Ms. Colleen Bautista Abariginal saltbush Atriplex vesicari
5 |Mr. Alfred Beauchamp Abrams’ allium Allium fimbriat
6 |Mr. Gary Carelli Abrams’ liveforever Dudleya abrams
7 |Ms. Bertha Chau Brooms Spartium, Cytis
g |Mr. Anthony Curry California poppy Eschscholzia cg
9 |Mr. Claus Jacoby Aaron's beard Hypericum caly
10 [Ms. Tracy Jaeqgar Matilija Poppy Romneya Coultq
11 |Mr. Walter Kaiser Antelope & Rabbitbrush Chrysothamnus

If you do not understand the above instructions, please ask for individual assistance. This should be done
prior to any attempt to proceed with a mail merge using an Excel database as the data source.

You should also have some label sheets, possibly from one of the label sheet companies, such as Avery,
AOne, or Formtec. Each sheet is a certain size and contains labels with specific dimensions.

Set up the labels

The following instructions will guide you through creating mail labels,
using the provided Excel data source. The Excel database contains a
fictitious list of faculty names of a fictitious school of California plants.
The name of the Excel file is “The School of California Plants.” The
range name is “Faculty.”

1. Start a new blank document.

2. Click the MaiLinGs tab on the Risson.

3. In the START MAIL MERGE group, click the START MAIL MERGE

icon.

4. On the menu list, select LABELS to see label options.

oL

Start Mail Edit

Select
Merge = Recipients ~ Recipient List

Start Mail Merge

5. In the Laser Options dialog, select the label vendor. A common
label vendor is Avery.

6. Under Propuct NUMBER, select the number of the mailing labels
you would use. If you use Avery labels, the common number of

the mass mailing labels is 5160.
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6. Ifyouarenotsure [, .
tinker information

of the Product () Continuous-feed prinkers

Number of the = F

rnailing labels g0 {(®) Page printers Trav: |Defaulk tray (Auktomatically Select)  w

ahead and select Label infarmation

th_e nu_mber you Label vendors: | Awery LS Letker w

think is correct

and then click Product number: Label information

DETAILS to review gijj ~ Type: Easy Peel Mailing Labels - Fill Across

the measurements ||s146 ?ﬁi:t: ; -

e I 8 0
of the labels you 147 . " g
5159 Page size: 8.5"x 11

have chosen. If v

these are what you

want, click OK. [ Cetails.. . ] [ Mew Label, .. ] Delete L Ok ] [ Cancel
7. Click OK on LaABEL

Orrions dialog.
8. A sheet of labels with the label outlines displays. Use the first s

label as the main document to insert the mail merge fields.
Start the Mail Merge
1. Locate the StaRT MAIL MERGE group on the RIBBON..
2. In the MaiL MERGE group, click SELECT RECIPIENTS.
3. Then click Usg ExisTING List
4. See the illustration at the right that shows the Start MaIL N

MERGE group and the SELECT RECIPIENTS command on the RiBBON. =1 .

B
Start Mail|  Select Edit

Go to your Data Source Merge ~ Recipients = Recipient List
1. Browse to the Excel file provided. Start Mail Merge

2. Double-click on the Excel file that contains your data source.
3. In the Select Table dialog, click on the name of the range

(Faculty) that contains the mail merge fields.
4. Click OK. G Select from Outlook Cantacts..,

E Type Mew List...
Usg Existing List...

Add placeholders, called mail merge fields, to label

After you connect your labels to your address list, you see on all the labels except the first one, the merge
code «Next Record» and you are ready to add the mail merge fields on the first label that indicate where
the addresses will appear on each label. You can also type text that you want repeated on each label, such
as a company logo or your return address on a shipping label.
1. In the WRiTE AND INsERT FIELDS group, click INSERT MERGE FIELD.
2. Continue to insert the fields you want on your mailing label.
Note: When you insert a mail merge field into the main document, the field name is always sur-
rounded by chevrons (« »). These chevrons do not show up in the merged documents. They help you
distinguish the fields in the main document from the regular text.

Format the merged data Mailings Review Wiew Developer Design

Database and spreadsheet programs store the = :j = = j jJ =} Rules ~

information that you type in cells as raw data. — - % Match Fields
: . Highlight Address Greeting Insert Merge

Formatting that you apply in Access or Excel,

: : Merge Fields Block  Line Field= 2] Update Labels
such as fonts and colors, is not stored with the T
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raw data. When you merge information from a data file into a Word document, you are merging the raw
data without the applied formatting.

To format the data in the document, select the mail merge fields and format them, just as you would for-
mat any text. Make sure the selection includes the chevrons that surround the fields.

Also, place spaces between the fields and any other needed punctuation, if you have City, State, and zip
fields. When you finish setting up the first label the way you want it, update the labels.

Update the labels

1. In the WriTE & INserT FIELDs group, click Uppate LaseLs. The content of the first 2P Rules ~
label is replicated to all the other labels. 2% Match Fields
Preview and complete the merge. dnbipdatekakaly)

After you add the fields to the initial label and update all the labels, you are ready
to preview the mail merge results. When you are satisfied with the preview, you can complete the mail
merge.

1. Click the Preview Resutrs icon. See the illustration at right. el || 4|1 [ M|
2. Look at the merged data. There is one problem in the label sheet. ! J
Because the mail merge field that contained the office number of revi
the faculty member contained only the number, then the words l
“Office No:” were inserted at the left of the mail merge field that

| Find Recipient
Besults Qf Auto Check for Errors

Preview Results ]

contained the actual office number. View Merged Data

3. The labels that did not have any more data on them to merge, had Replaces the merge fields in your
only those words on them. You should delete these words on the 'Z_'DCUFﬂEhf_Wim_ atd'-lal_ data from
labels that did not contain any data before the final merge. ot (oot s O AT SEE

Print your merged documents

1. In the drop-down menu, click PRINT DOCUMENTS. Print: records
2. In MERGE TO PRINTER dialog, select AL, and click OK. ®al:
3. In the PriNT DIALOG, click OK. () Current record
) Erom: | | To: | |

Other types of merged document

[ o1 J[ Cancel ]

The procedure for creating a set of address labels is similar to that
used to create other types of merged documents, as follows:

A set of envelopes

On an envelope, the return address is the same on all the envelopes, but the destination address is unique
on each one. You click Enverores, and then specify your preferences for envelope size and text formatting
on the ENviLope OptiONS tab of the Exverope OpTions dialog box.

A set of form letters

The basic content is the same in all the letters or messages, but each contains information that is specific
to the individual recipient, such as name, address, or some other information. Click LETTERs to create

form letters.
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Tips for formatting an Excel data file

If your data file is an Excel worksheet that includes percentages, currency values, or postal codes, you can
preserve the numeric formatting of the data by using Dynamic DAta EXCHANGE to connect to the Excel
worksheet from Word. For example, you can make sure a five-digit postal code of 07865 from your data
file is not displayed at the number 7865 (without the leading zero).

In this case, before you connect to the worksheet, do the following in Word:

1. Click the Microsort OrriCE BuTTON, and then click Worp OpTIONS.

2. Click ADVANCED.

3. Scroll to the GENERAL section, and select the CONFIRM FILE FORMAT CONVERSION ON OPEN check box.
4. Click OK.

Footnotes and Endnotes

When you write a document in which you need to give credit for your sources, you can add a note at
the bottom of the page with a footnote, or you can place this material at the end of the document with
an endnote. The only difference between footnotes and endnotes is in the location in the document. It
doesn’t matter what type of source you are referencing.

Footnotes and endnotes consist of two linked parts—the note reference mark and the corresponding
note text. They are separated from the body text by a short horizontal line, and both have note text,
either at the bottom of the page or at the end of the document in text that is smaller than the text in the
document.

An advantage of using footnotes is that readers can see them in context, since they appear at the bot-
tom of the page on which the referenced material appears. However, there is less space to enter note text
at the bottom of the page. If a footnote is very long, it will continue on to the bottom of the next page.
In such a case, you may want to use an endnote. Both footnotes and endnotes can be used in the same
document.

Just as a book can be divided into chapters, a Word document can be divided into sections. If your docu-
ment is divided into sections, you can add endnotes to the end of sections instead of having them all at
the end of the document. When you insert the notes at the end of sections, you also have the option to
number the notes continuously from section to section, or to restart the numbering with each section.

Note: If you want to create a bibliography, you can find commands for Q £3) Manage Sources
creating and managing sources and citations on the REFERENCES tab in the /@ stle: [aea -

CITATIONS & BIBLIOGRAPHY group. Insert o
Citation - @ Bibliography ~

I Citations & Bibliography

Insert a Footnote or an Endnote

When inserting a footnote or an endnote, work in PRINT LavouT view. In this view, you
will see the document as it will appear when you print it. These view icons are on the
Status bar.

1. Position the insertion point where you want the note reference mark to appear.
2. On the REFERENCES tab, in the FOOTNOTES group, click INSErT FOOTNOTE or INserT ENDNOTE. To insert a
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subsequent footnote, press Ctri+Arr+E To insert a subsequent endnote,

press CTRL+ALT+D.

3. To make changes to the format of footnotes or endnotes, click the Foor-
NOTES D1AL0G Box LAUNCHER (see the downward-pointing arrow at right

of Footnotes group).

4. See at the right the FoornoTEs Diaroc Box.
°  In the NUMBER FORMAT box, click the format that you
want, OR
°  To use a custom mark instead of a traditional num-
ber format, click SymBoL next to CusToM MARK, and then
choose a mark from the available symbols.

5. See below, an illustration of the SympoL selections you can
use.

6. Click InserT button. This will not change the existing
symbols, it will only add new ones.

7. Word inserts the note number and places the insertion
point next to the note number.

8. Type the note text.

9. Double-click the footnote or endnote number to return
to the reference mark in the document.

Note: When you add, delete, or move notes that are automati-
cally numbered, Word renumbers the footnote and endnote

Insert

References

Footnote Q Show Motes
Footnotes

U3y Insert Endnote
ﬁg Mext Footnote -

(P

Location

{:} Fooknokes:

Farmat

Murmber Format:

Cuskarn mark:

Skart at:

Mumbering:

Apply changes

|En|:| af docurment

v

|i, i, iil, . v|

| | [ Syrmbal ]

i 3

| Continuous W |
v

Apply changes to: |'-.-'-.-'h|:||e docurnent

[ Insert l[ Cancel
reference marks.
Eonk: |Syml:n:u| v|
OJ_r”EXoca'n+iEr:.. | o=
RIFIR|p|® @ T nluloio|le|clcle |«
IV ® ©|™ ]|V —Aalviele =l
o[ (@™ = (T[T T T3 U,
Recently used symbols:
ele|¥|ol®@/™ |||z |+|x|=|u]alp
Symbal: 183 Characker cnde:|183 |Fru:um:|5':.-'ml:n:ul (decimal) V|
[ (04 l[ Cancel ]

Create a footnote or endnote continuation notice

If a footnote or endnote is too long to fit on a page, you can create a continuation notice to let readers

know that a footnote or endnote is continued on the next page.

1. Make sure that you are in Draft view by clicking Draft icon on the status bar. See the view icons on

the Status bar.
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The View icons are pictured at right. They are, from left to right, as follows:
PriINT LavouT, FULL SCREEN READING view, WEB LayouT, OUTLINE, and DRAFT.

2. While in DrarT view, click the RErERENCES tab, and then go to the Foor- References

NOTES group, and click SHow NoTEs. 3
| Insert Endnote

3. See at the right, the FoornoTEs group, with the SHow Notes command.

4. 1If your document contains both footnotes and endnotes, a message T AR Next Footnote ~
appears. Click VIEW FOOTNOTE AREA or VIEW ENDNOTE AREA, and then click Footnote =] Show Notes
OK. Footnotes ]

5. In the note pane list, click FoornoTE CONTINUATION NOTICE or ENDNOTE
CONTINUATION NOTICE.

6. In the note pane, type text that you want to use for the continuation notice. For example, you could
type Footnote continued on next page.

Delete a footnote or an endnote

When you want to delete a note, you work with the note reference mark in the document, not the text in
the note. In the document, select the note reference mark of the footnote or endnote, and then press the
DeLETE key. Word renumbers the notes in the new order if you have deleted an automatically numbered
note.

Restart footnote or endnote numbering from |

If you have a very long document, and you have created sections, you can restart the footnote or endnote

numbering in each section. :
Location
1. On the References tab, click the FoorNOTE & ENDNOTE © Enotnotes:
Diaroc Box Launcher. See the Dialog box at right. (®Endnotes: |End of document v |
2. In the STaRrT AT box, chck‘l.
3. In the NUMBERING box, click RESTART EACH SECTION.
4. Click Appry. Farmat
Mumber Format: i, i, i, ... w
Convert notes to footnotes or endnotes = | |
Cusk b Symbal. .
You can convert one or more notes to footnotes or endnotes. SRl =y | | [ 2 ]
Skart at: I:I
1. Be sure you are in DRAFT VieW. Numhering: ||:|:||-|ti|-||_||:||_|5 W |
On the REFERENCES tab, in the FooTNOTES group, click SHow
Apply changes
NOTES.
3. If your document contains both footnotes and endnotes, Apply changes ko: |'"“"""":"E document v |
a message appears. Click VIEW FOOTNOTE AREA or VIEW
ENDNOTE AREA, depending on whether you want to convert [ Insert ] ’ Cancel

footnotes or endnotes, and then click OK.
4. Select the number of the note or notes that you want to convert, and then right-click.
5. Click ConveRT TO FOOTNOTE or CONVERT TO ENDNOTE.

Convert all notes to footnotes or endnotes

1. On the REFERENCES tab, click the FoorNOTE & ENDNOTE D1aL0G Box LAUNCHER.
Click CoNVERT.

Click the option that you want, and then click OK.

Click CLOSE.

Ll G
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