Customizable Assessment

Using Mail Merge


Assessment: Generate Labels with Mail Merge

In this exercise, you will use the data source you created in the previous Assessment to generate labels with Mail Merge.

1. Create a new document to generate labels with Mail Merge.

2. Use the Mail Merge Task Pane.

3. Choose Avery 5160-address labels from the Label Options.

4. Attach the data source Office Address Data Source that you set up in the previous Assessment.

5. Arrange the labels with the Address Block and choose Update All Labels.

6. Preview the labels and save the label form document as Pricing Request Label Form.
7. Choose Edit Individual Labels and All Records to create the merged document with the customized labels.

8. Save the merged document as Pricing Request Merge Labels.
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