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How to Create a File which will be used in a Mail Merge

If you want to create a mail merge file which will have one or more of your clients you will need to:

1. Click on File and Mail Merge.

) WVC - Universal Village Collaberation Suite
File| View Message Messenger Go Toels Windew Help
Undo Move to Folder Beaches” Ctrl+Z

Sign Out
Switch Identity...
Refresh/Reconnect

Edit Persenal Information...
Import >

Export »
Mail Merge...

Change Password...
Account Maintenance...

Options and Preferences...

Print Preview...

Print... Ctrl+P
Work Offline

Exit

2. Select the option Select clients to export then click on the Next button.

Please note that the option Apply active search filter will only work if you have done an Advance
Search for your contacts. Go straight to step#7 if you are using the option Apply active search filter.

O Bxport

This wizard allows you to export data for mail merge or other purposes.

Export Type

Select export format: | Outlook comma separated file (*.csv)

®) Belect clients to export) O Apply active search filter

< Back Finish

Cancel

3. On this screen you will need to select the Contact List that the mail merge file will use to export the

information to your CSYV file.

O Export

This wizard allows you to export data for mail merge or other purposes.

My Contacts
Select Contacts

Tegall | Untagall

< Back Finish
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4. Next you will need to choose if you want to create the list for All Active clients or Personal clients or
Business clients etc ...

Below these choices you will see your custom Groups if you have created any. You can select a Group
you have created and the clients will appear on the left side of this pop-up window.

Q Bport %

This wizard allows you to export data for mail merge or other purposes.

My Contacts +

Select Contacts
Personal

Tag all Untag all Business

Prospect
nactive

Clients

Groups will be
My test clients

‘lsted here

Personal

< Back Cancel

Finish

5. In this scenario | will be creating a list for the group My Test Clients.
| will select them all (or click on the Tag All option).
Then click on the arrow pointing to the right >
This will bring over all clients | have selected on the left to the right (as seen below) of the pop-up
window.

Click on the Next button.

Q) Export x

This wizard allows you to export data for mail merge or other purposes.

My Contacts ~
Select Contacts

“Tagall | Untagall

< [My test clients

& Miss Janie Doe

& MrJohn Dee

Mr Tony Stark

& Ms Jane Mary Doe
T My test clients

Miss Janie Doe
Mr John Doe

Mr Tony Stark

Ms Jane Mary Doe
My test clients

< Back

Mext >

Finish

Cancel

6. Select the fields you want to include in your mail merge file. In my scenario | will select all the Home
Address fields and First and Last Name. All other fields not relevant to this mail merger should be
unchecked.

7. Make sure to check the option Include header name as that will be needed for your mail merger in
Microsoft Word. The option Export custom fields is not necessary unless you need to export them.

O Export X

This wizard allows you to export data for mail merge or other purposes.

[ Include header name “f—

[ &xport custam ficids

Select fields to include in file
[ Mailing State

[ Mailing Country

[ Mailing Postal Cade
Home Street

Home City

Home State

Home Country

Home Postal Code

[ Business Street

Select export filename

Filename:

Character Set:  Default

< Back Next >
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8. Your next step is to click on the Browser button to select where you want to save this CSV file.
In this scenario | will choose a folder entitled “labels” located on my desktop.

Then add a File Name to the mail merge file.

Click on the Save button.

Q Savets

« v » ThisPC » Desktop » labels

Organise v New folder

~
s Quick access Name

[ Deskiop
4 Dewnloads
[£| Documents

&=/ Pictures

4@ OneDrive
[ This PC

o Network v

v & Search labels

Date modified Type Size

Neo ftems match your search.

(ﬁle name: | Mailing labels for Christmas )

Save astype: | Merge File (*.csv)

+ Hide Folders

9. Finally click on the Finish button to save your file to the location chosen in the step above.

O

Coe ) o

This wizard allows you to export data for mail merge or other purposes.

| [ Include header name
Export custom fields

Select fields to include in file
[1 Mailing Country

[1 Mailing Postal Code
Home Street

Home City

Home State

Home Country

Home Postal Code

[] Business Street

[ Business City

Select export filename

Filename: Ch\Users\Alex\Desktop'labels\Mailing labels for Christmas

Character Set: |Default ~

< Back

10. You will see this message once it's done:

UVC - Universal Village Collaboration Sui...

Export completed...

Use the mail merger CSV file to add the information to a template you have created in Word.

Mext =

Browse

Cre ) o=

The following Microsoft link may help you with your mail merger in Word or use the Mail Merger Wizard
which will guide you through this mail merge.

f488ed5b b849 4C11. Ocff- 932049474705

Several other websites are available at your disposal on the internet to show you how to create labels
using the mail merge file you created in UVC.
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https://support.office.com/en-us/article/Use-mail-merge-to-create-and-print-letters-and-other-documents-
https://support.office.com/en-us/article/Use-mail-merge-to-create-and-print-letters-and-other-documents-f488ed5b-b849-4c11-9cff-932c49474705

11. For example as an alternative to using the templates in Word you can use the Avery website to create
your own templates (if of course you are using the Avery label paper type). Verify the the make of your
labels and see if they have this option available on their website.

12. To print your own labels for Avery type paper go to www.avery.ca
Click on Templates and Design & Print Online option

English  Frangais

AVERY Products Templates new WePrint

Design & Print Online

Mobile & Tablet Apps
Solutions for Mac
Templates

Software

Sign in to MyAvery

Ideas Help |

13. Enter you Avery label product number (should be located on the front of the box).

English = Francais

Y-\"43:3'4 Products Templates new WePrint

Sign in to MyAvery

Ideas Help |EnteerGuttWDrKE_w.um Q ‘

Home  Templates & Software

Avery Design & Print Online

Live Chat (21 Email @ Print

The free, easy way to access thousands of Avery templates. Also available as a tablet app, and

as downloadable software.

Avery WePrint
Let Us Print for You!

Start Now » You Create It

-> = - @
@= - @

WePrint It And deliver it

(P.—im it Yourself: ‘ Enter Your Avery Product Number m)

==

right to your deor

Open projects saved
to MyAvery

14. If you want select a design form the available choice and then click on the Next button located on the top

right.

L . . N
AVERY | Design & Print Online

Your Avery Product: 5159

Q seiectproauct [ R

@ customize

Select Your Design

Showing 1 - 34 of 34 Page: 1

Animals & Insects @

Name

Any Business ©)
Art & Photography )

Address
Gty State Zp Code

@ Gy S
Gy Smte 29 Coce

Basic & Everyday (®)
Business, Finance, Insurance (6)
Blank & Text Only (5)

15. On the customize tab select the option Import Data (Mail Merge).

E Add Image

Lock Aspact
Ratio

Fill
B

S IR B B
Transparency: | 'w

Shapes
QR and Barcodes

Serial Numbers

Import Data (Mail Merge)

View Options

Arrange, Rotate, Align, ...
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http://www.avery.ca/

16. We recommend that you watch their “How to” video which will explain how to use their mail merge

feature. It's very easy.

Text

Images

Shapes

QR and Barcodes

Serial Numbers

Import Data (Mail Merge)

Use mail merge to insert text or data from a
file into your design.

Start Mail Merge

View Options

Arrange, Rotate 4]

17. If you are selecting a “blank” label make sure to Add a Text Box.
Once done click on “Start Mail Merge” to find and select your CSV file you imported from UVC.

Text ©
B casy e

T Add Text Box

Arial

16 .

#B¢ Add Circular Text

Q Symbol B 1

ic

Show Text Box Outines

o
Transparency:

Images

QR and Barcodes

Serial Numbers

248 Add Number

Use mail merge to insert text or data from a
file into your design.

o
;
|
;
|
|
|
|
|
;

Shapes @
|
|
!
|
|
!
|
|
!
|
|
|

1

Start Mail Merge

View Options

Arrangs, Rotate, Align, ...

Mall Merge - Select a File b 4

() setctrie

Select a file from your computer by clicking "Browse for File”

Accoptablo fle types for Mail Merge: xis, xlsx, csv:

Did you knew?

Most programs allow you ta save a spreadsheet as a .csv file.

1) Open your address list or other spreadsheet Pl
2) Choose Save as... or Download as e

4) Enter a name for your document and click Save
5) Remember where you saved it so you can find
it for your merge

(

E s

(3) Choose Comma Separated Values or cov ™
(

t

Saving a Google Spreadsheet as a csv fle

18. Arrange the “headers” (you selected in step#6) the way you want them to appear on the labels

dn g e G QT R CHRIEN CIIID

Drag the field names from the Available fields st to the Arrange fields area. They can be rearranged if needed.

Available fields: Arrange fields:
Firot Name First Name Last Name
Drag & Drop!  Home Street
Last Name Home City Home State
Tip: Add commas,  Home Postal Code
Home Street spaces and other  Home Country
text between
Home Gity flelds here.
They will appear
Home State. on all labels.
The data from
Home Country these fleld names
will appear on
Home Postal Code alllabels. They

text formatting
will be applied.

How to create a File which will be used in a Mail Merge

Page 5 of 6



19. You can then move your fields and place the text differently using he available option. You can do it for
one or all labels. Once you are done you click on the Preview & Print button.

L . . "
AVERY | Design & Print Online

0 s @ v (R O e 0 0 0 N
——

EEE0NE L

HE o

S sy ToxtFu

T Add TextBox | | B8€ Add Circular Text

Arial

1 )

Jane Doe

Transparency:

s 1234 Test Drive ;
Ottawa
, e K1K9M9

T

2T Text Object 1 L]

Shapes

QR and Barcodes
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