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Mail Merge to Create Address Labels 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⇒ "#$%&!'()*!$++*&,,!-./(*0$1-(.!-. !$.!23%&#!,4*&$+,5&&16!!7()!4*(8$8#'!9$.1!
$!,&4$*$1&!%(#)0.!/(*:!

o ;-*,1!<$0& !
o =$,1!<$0&!
o >$-#-.?!@++*&,,!
o A-1'!
o B1$1&!
o C-4!A(+&!

!
!

⇒ D4&.!$!.&9!8#$.E!+(%)0&.1!-.!F(*+ 6!!>$E&!,)*&!.(!(15&*!F(*+!+(%)0&.1!-,!
$%1-G&6!

⇒ H((#,!I!>$-#!>&*?&!>$.$?&*!

!
!
!
!
!
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o H5&!>$-#!>&*?&!>$.$?&*!9-.+(9!(4&.,6 !

!
⇒ B1&4!J!

• A*&$1&!<&9!I!=$8&#,!
• B&#&%1!"*-.1&*!H'4&K!=$8&#!L*$.+K!=$8&#!<)08&*!
• DM!

⇒ B1&4!N!
• O&1!=-,1!I!D4&.!P$1$!B()*%&!
• <$G-?$1&!1(!15&!23%&#!/-#&!9-15!'()*!$++*&,,!-./(*0$1-(. !I!D4&. !
• @!F$*.-.?!9-.+(9!(4&.,

!
• DM!
• @.!D4&.!F(*E8((E !9-.+(9!(4&.,6!!F-15!15&!1(4!+*(4+(9.!0&.)K!

%5((,&!95&*&!'()!9$.1!'()*!-./(*0$1-(.!1(!8&!4)##&+!/*(0!Q& .1-*&!
9(*E8((E!(*!$!,-.?#&!,5&&1R!

o S.!15&!A&##!T$.?&!1&31!8(3K!#&$G&!U2.1-*&!F(*E,5&&1V!(*!&.1&*!
15&!%&##!*$.?&!Q1(4!#&/1!%&##!1(!8(11(0!*-?51!%&##W!&3$04#&:!
@J:MNXR!95&*&!'()Y*&!4)##-.?!'()*!$+ +*&,,!-./(!/*(0 6!!B-.%&!
SY0!),-.?!$##!15&!-./(*0$1-(.!(.!15&!,5&&1!-.!15-,!&3$04#&K!S!
9()#+!#&$G&!2.1-*&!F(*E,5&&1!-.!15&!A&##!T$.?&!8(36!!S/!'()!
,4&%-/'!$!%&##!*$.?&K!),&!15&!/(*0$1!,5(9.!8&#(96!Q4-%!.&31!4?R!
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!
• DM!
• 2+-1!=$8&#,!P-$#(?!L(3!(4&.,

!
o <(1-%&!15&!+*(4+(9.!0&.)!5$,!$!#-,1!(/!$##!15&!%(#)0.!

5&$+-.?,!-.!'()*!,4*&$+,5&&16!!B&#&%1!&$%5!(.&!-.!15&!(*+&*!-1!
,5()#+!$44&$*!-.!'()*!#$8&#6!!Z,&!,4$%&,K!*&1)*.K!$.+!%(00$!1(!
/(*0$1!15&!#$8&#!15&!9$'!-1!,5()#+!$44&$*6!!;(*!-.,1$.%&K!'()!
0$'!9$.1!1(!%5((,&!;-*,1!<$0&K!15&.!J!,4$%&K!15&.!=$,1!<$0&K!
15&.!*&1)*.K!15&.!>$-#-.?!@++*&,,K!15&.!*&1)*.K!15&.!A-1'K!15&.!
%(00$K!15&.!,4$%&K!15&.!B1$1&K!15&.!, 4$%&!,4$%&K!15&.!C-4!A(+&6!

!
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• DM!
o <(1-%&!'()*!+(%)0&.1!(/!#$8&#,!,5(9,!15&!/-&#+!.$0&,!$.+!

/(*0$16!

!
• S.!15&!>$-#!>&*?&!>$.$?&*!9-.+(9K!'()!%$.!,E-4!B1&4,!X![!\!).#&,,!

'()!9$.1!1(!),&!15&06 !
⇒ B1&4!]!

• A#-%E!15&!@LA!-%(.!1(!4*&G-&9!'()*!#$8&#,!9-15!'()*!,4&%-/-%!0$-#-.?!
$++*&,,!-./(*0$1-(.6!!7()*!+(%)0&.1!(/!#$8&#,!9-##!%5$.?&!1(!+-,4#$'!
'()*!$%1)$#!-./(*0$1-(.6 !

⇒ B1&4!!̂
• H5&!/-*,1!-%(.!$##(9,!'()!1(!,&.+!'()*!+(%)0&.1!1(!'()*!4*-.1&*6!!

B&#&%1!15-,!-/!'()!$*&!*&$+'!1(!4*-.1!$.+!+(.Y1!9$.1!1(!,$G&!15&!
+(%)0&. 16!

• H5&!,&%(.+!-%(.!$##(9,!'()!1(!,$G&!'()*!+(%)0&.16!!A#-%E-.?!15-,!-%(.!
9-##!(4&.!$!.&9!+(%)0&.1!9-15!'()*!#$8&#,6!!!

o B$G&!@,!I!1-1#&!$44*(4*-$1&#'!I!,&#&%1!#(%$1-(.!1(!,1(*&!15&!
+(%)0&.16!

o A5&%E!15&!#$8&#,!$.+!0$E&!&+-1,!8&/(*&!4*-.1-.?6!


