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Letters, Labels & Mailings 

 

 

Description 

So many letters, so little time! In this 3-hour  
workshop, create personalized addressed letters,  
labels and mailings with ease, using the mail  
merge feature in Microsoft® Word. Create a list  
of information and use it multiple times with  
multiple documents, saving you time. 

Objectives 

By the end of this workshop you will be able to: 

 Create Envelopes 
 Create Labels 
 Understand Mail Merge 
 Use Data Sources 
 Understand Merge Fields  
 Merge to Letters 
 Use Existing Form Letters 
 Merge to Envelopes 
 Merge to Labels 

Target Audience 

This workshop is perfect for anyone organizing  
their Christmas mail out, a wedding or party  
invitation mail out or for office professionals  
who process mass mail outs to clients. Students  
should have basic computer skills as well as  
basic word processing skills. Come with your  
Address book ready and let’s get some work done! 

 

 

Content 

 Creating Envelopes 
o Envelope Options 
o Customizing Envelopes 

 Creating Labels 
o Label Options 

 Printing Envelopes and Labels 
 What is Mail Merge 

o Main Documents 
o Understanding Data Sources 
o Using Data Sources 

 How to Merge 
o Creating a Main Document 

 Creating a New Data Source 
o Using Merge Fields 
o Customizing Merge Fields 

 Inserting Fields into Documents 
 Finishing Mail Merge 

o Editing Individual Documents 
o Printing Documents 
o Emailing Documents 

 Using an Existing Form Letter 
 Merging to Envelopes 
 Merging to Labels 

 

 

 

 


