Creating custom mailing labels Youth Enroliment Help Sheet

Bulk mailings have new constraints and regulations imposed by the US Postal Service. Basically, if
you are going to use bulk mail, you must either add “Return Service Requested” to your return address, or
you must add “or current resident” to the address label, above the address line. Mailing labels cannot be
formatted that way directly in Blue Ribbon, so you have some decisions to make. You have three choices,
each with their own set of repercussions.

¢ Use first-class mail instead of bulk mail.
Advantages: You can continue to print labels as you always have. Undeliverable mail will either be
forwarded, or returned to your office with the reason that it was not deliverable, so that you can
update your address file.
Disadvantages: Cost

¢ Use “Return Service Requested” under the last line in your return address.
Advantages: You can continue to print recipient labels as you always have. Undeliverable mail will
be returned to your office so that you can update your address file, not forwarded.
Disadvantages: There may be a fee associated with the return, and you may need to have the service
registered with an account number to charge that fee.

¢ Use “or current occupant” after the name in the recipient address.
Advantages: No returns, no additional cost.
Disadvantages: You will need to create your own customized mailing labels outside of Blue Ribbon,
and you will never know which pieces are not delivered to the correct recipient, so you won’t be
aware that you need to update your address file.

Acceptable formats for the bulk labels with “current occupant” included:

4-H FAMILY OF 4-H FAMILY OF JOHN JONES

JOHN JONES OR CURRENT RESIDENT OR CURRENT RESIDENT

1234 ELM ST 1234 ELM ST

AMES IA 50011 AMES IA 50011

JOHN JONES

OR CURRENT RESIDENT JOHN JONES OR CURRENT RESIDENT
_ 1234 ELM ST

1234 ELW ST AMES 1A 50011

AMES 1A 50011 !

Resources for current information about postal regulations:

USPS (United State Postal Service): http://www.usps.com/

Business Mail 101: Delivery Address Guidelines:
http://www.usps.com/businessmail101/addressing/deliveryAddress.htm

Business: The 3 steps for Shipping & Mailing for your Business
http://www.usps.com/business/welcome.htm?from=global_header&page=business

MailPro USPS Newsletters: http://www.usps.com/mailpro/

Move Update: Post —Mailing Methods: July/August 2008 MailPro Newsletter
http://www.usps.com/mailpro/2008/julyaug/julyaug.pdf Pages 8-9

Business Mail 101: Addressing—Special Address Services (Ancillary Service Endorsements)
http://www.usps.com/businessmail101/addressing/special Address.htm
See especially 1) Physical Standards and 2) Placement of Endorsement, as well asAddress Service
Requested; Forwarding Service Requested; and Temp—Return Service Requested. Particularly note
the “Tips” section. The chart below is taken from “Quick Service Guide 507d”, linked on that
webpage.
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Mailer Endorsement: Return Service Requested
No forwarding, only return. New address notification provided.

Priority Mail,
USPS Action First-Class Mail Standard Mail Package Services
Mailpiece returned with new | No charge. Appropriate single-piece | Return postage charged
address or reason for non- First-Class Mail or at appropriate single-
delivery attached. Priority Mail price piece price.
charged.

Creating customized mailing labels using information from Blue Ribbon

If you choose the third option, customized mailing labels (including “or current resident” on the recipient
label, you can get the data from Blue Ribbon, either through the mailing labels option or Member Query,
then use those files either as a merge source in Word, or import the data into a Filemaker database and

create labels there.

Using the Mailing Labels option to create an ASCI| file:

¢ In Blue Ribbon, go to Special|Mailing Labels, and use
your Parameters screen to define your group. In the Seloctiiono loromelors
example below, you would be creating a group of e o e | [
n_1embers, givena specific grade range. Select ASCII Bl b o ot
file, One-Per-Family, and All Capital Letters. mRGAy | | @ Yo || S
- Activity Leader  Project byYear Ao chivities Range
[~ Fi- Resource Leader ¢ Zip Code S:[ T " Select Activilies
- - - - LS speca ont Size [Laser Only| * Zip Cade » EnidlRme
¢ Click on either the Preview or Print buttons at the I3 i | P
bottom of the screen. Either will work the same way.
" Laser/InkJet @ Complele I~ Pubiic Mailing List
i gz:::::: ;x::: P [~ Piint Ethnic Statisics | Pint Bar Code
R « R - & R [~ Piint Courty Code _
¢ If you wish to leave out or change the “4-H Family of” | “isiimmmrm, © oeme -
header' choose “Create your own” and either leave it I E-mai ol wha have an & mail addess nstead o pining a label
blank or type in your own text. _ i | X e |

M Mailing Label Header (X

Chooze label header
" 4-H Family of
(& Create your awn

¢ Next, you’ll see a typical “Save” screen. Pick a convenient location, and
a logical name for the file.

4 The fields in your file will be (Header),First Name, Last Name, Address,
City, State, and Zip.
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Using Member Query to create a dBase file:
This example would yield the same results as the Mailing Labels, but you could selectively highlight only
the members you want. Another example of when you might want to use Member Query would be labels

for only girls—a selection option not available under Mailing labels. The downside to using Member
Query is that “one per family” is not available.

Show Search Summary - ﬂ
. Field |Search Type |Value |
¢ GO to FIIe>>Member Query' Categony Partial Match at Beginning  m
Statuz Partial M atch at Beginning  noarr
¢ Inthis example, the filter criteria is for current active Grade By Range »=8,¢=12

high school members: Category = M, Status = N or R,
Grade = (by range) 9 to 12. The screen print you see at
right is what you would see if you pressed the View

Summary button after choosing those _
- f Memberquery ______________JJ
criteria.

File Select Search Action Add  Remove

Filter | 2l ool sl wilnl

+ Once you have the records on the screen,

H - . Exit Al+F4
you must highlight the ones you wish to ———
export. You can do that by using 10008 _JLee
Select|Select All, or by selectively 10m2__|Erirken

highlighting (and un-highlighting) using the R AET

11103 Burtnett

Control-Click method. 16| Middieton EE = -
[« | LH

Selected Records: 94

¢ Choose File|Export, DBase.

DualListForm
¢ Next, choose which fields you wish to export. Double click on 5 F———

R . N Source Destination
each to move to the right-hand column in the Dual-List Form MemberlD 2], | [Fretome
window as shown below. Keep them in logical order. pdel Laghlame

Al C ress
ClublD >> | | City
. . . ClubM ame State
¢ Save somewhere convenient with a logical name. FFirsthame Zip
PLastM ame
Categony |

Opening ASCII files in Excel:

¢ Open Excel and select File>>Open. Make sure you have “All files” selected on the bottom drop
down menu. Locate your document and click “Open”.

.. . . Open RK
¢ Make sure delimited is marked — click next. ook | @ bestop TETTEEEEE
Y (L3my ocumerts
Text Import Wizard - Step 1 of 3 Ejg\ Lﬁ 4 My Compter
My Recent | &y natwork Places
The Text Yizard has determined that your data is Delimited, Docurnents -
If this is correct, chaose Nest, or choase the data type that best describes your data, — | dbfmergefie.DEF
Original dats kype w [Z] MergeFie bt
Choose the file type that best describes your data: Deskop
(@Dslimited] - Characters such as commas or tabs separate each field.
O Fixedwidth - Fields ars aligned in columns with spaces betwsen each field. “] < s
Stark impork at pows 1 % File grign: 437 : OEM United States v i NE'tk_mek File pame: 3
Places | Fles of type: | Al Fles (77 [
Preview of file C:\Documents and SettingsibnibelDeskkopiMer geFile. bxt. -t

Al Microsoft Office Excel Files (*,x]

=

", "Hall", "Bax 181"

\rr

Text Files (*.prm; * kst *.csv)

A [FFER

Cancel West > | [ Bnish
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¢ Make sure “comma” is checked — click FINISH.

¢ Insert a new first row, and enter titles in each cell

Thi let £ the delimit data contains, ¥ H H
et et (FirstName, LastName, etc.) Use names with NO
Deelimiters 0 SPACES In them.
Treat consecutive delimiters as ane
Tsh [ semicolan
[Jspace  [Jother: Test qualfier: | >3 ] MergeFile. txt g@&‘
A B C D E F =
Data preview 1 |FirstName LastName Address City State ZiE |
| 2 T Hall Box 181 |Ellsworth |14 S0075-
“ | 3 |Mackenzi |Hocking 3260 320th Ellsworth |14 S0075-
T'Jl'{ ) 231; E:;olziom o iﬁ“’“rz: ﬁ igg;i: | 4 |Carl Jackson 1723 DeWW Ellsworth |14 50075-
bars - [ackews 1727 DaWive 8 Rllewesth DA E0075- | & |Allison Johnson 13035 280t Ellswarth |14 50075-
llison [shnson B035 280th St Ellsworth [[A  [SO075- 6 | Taylor Johnson (2876 360tk Ellsworth |14 50075
faylor {Johnson 876 260th 3. Ellsworth [[A  [E0075- w "7 |Alexa Bancks 528 Divizio Jewell 14 50130-
< 2 | B |Alayna  |Carlson 2910 OlsetJewell 1A 80130- |
[ Cancel ] [ < Back ] I Mext = 1 [ Finish ] 4 4+ M \MergeFiIe/ |< > |
Opening DBase files in Excel:
e ¢ Open Excel and select File>>Open. Make sure
Open .
e 3 © - 0@ X i g~ e you have “All files” selected on the bottom
D |Erem drop down menu. Locate your document and
ly Computer A
Doty || e e click “Open”.
= |l dbmeraefie. DEF
Lﬁ [£]) MergeFile.txt
Deskrop % dbimergelile. DBE
1 A ] B | L& ]
i < 1 [FIRSTHAM LASTHAME  ADDRESS Ty
. File name: 2 |Shelby Echelberger 108 Edgewond Drive Webster City
) 3
My Network B 3 |Mary Gillette 2206 Edgewood D, Webster
Flaces Files of type: [l Files (* %) 2 4 | Kelsiey Dawlithe 1955 1751 51 Witk
A & |Jenire Haldgraer 2431 MeMurmay Awe Wirhsla
Bl Picrasaft Office Excel Fles [ .ty * bt B |Danika Campil 1640 210 Strest Webster
Hicrosoft Cffice Excel Fies oy .ty ¥ 7 |Jackie Hannest 2152 Stagecoach Road Webster City
i mhtml) 8 |Shaine Jacobs 2283 390tk Jewell
Text Files (*.prn; *.txt; *.csv) v 81T Hall Box 181 Elswurth
0 | Wally Buse 1304 Walnut ‘Whater City
11 |Meradith Tompking 020 Elrn Street ‘Webster City
- - - 12 |Liss Maubach 2041 M. Stoneqa Ave ‘Webster City
¢ Normally, DBase files will open correctly in Excel i s 2w cosenon
R R . R 14| Darued Schaa F21 Al S Karnsiar 1A, &1 32
15 | Kk K 2723 Cusens Aw Warne 14, 50132
without using the Wizard that was necessary with ~ [igreer won & hoeecse | e
H 175 W 1220 Esst 2nd St Lot 11 Webster City A 50505
ASCII. Notice that the columns are already ey Ouperigr— NFE s Lot Wobstor Gay A 50585 g
W« » i\ dbfmergeflle/ | ¢ 2l
labeled.

Cleaning up the Excel File

Once the file is open in Excel, Save As... current Excel format, which changes the extension from either
“.dbf” or “txt” to the standard “xIs”. Then you need to clean up the data before you merge into Word.

¢ Add a new column. The title can be “CurrentResident”. Fill each cell in that column with the text “Or
Current Resident” (without the quotes). You can copy & paste or fill down to put that text into each

row that contains address information.

¢ The USPS wants no punctuation in mailing labels (with the exception of hyphenated last names, 4-
H, zip code + 4—50011-3630, etc.). You may have to remove “dashes” from the end of your zip code
field. You can do a “replace all”, but be careful, because if you have any 9-digit zip codes, “replace

all” will remove the dash in those as well.

¢ There should be no hyphen between street numbers, i.e. 1234 56th St (not 1234 — 56th St).

+ Remove periods from the end of St., Dr., etc. Use standard abbreviations (St = Street, Dr = Drive,
Ave = Avenue, Rd = Road) and remove any commas used in addresses.

¢ Make sure all addresses are complete—no empty cells for address, city, etc.

¢ Save again when you’re done.
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Merging the Excel file into Word (2003) for labels

When your Excel file is cleaned up, you can use it as a data source for a mail merge document. The
following instructions are for creating labels, but the same process would work just as well to create a
plain page (for the outside of your newsletter) or whatever.

Creating the document

¢ Open a new document in MSWord.

Tools >> Letters and Mailings >> Merge Mail. Notice the right-hand, grey sidebar.

File >> Save As >> name and save this file, i.e. MergeLabels

On the grey sidebar, choose “Labels”. At the bottom, click “Next: starting document”

Click “Label Options”. Highlight label option that you’re using (Avery standard 5160 Address

probably). Click OK. Now you have a page of Avery 5160 labels on your screen.

At the bottom of the grey sidebar, click “Next: Select recipients”.

Choose “Browse...”. Locate the Excel merge file you saved, and Open.

Select Table. The merge file should be highlighted, click OK.

The “Mail Merge Recipients” table will come up. All records are automatically selected. If there are

some records with incomplete addresses or that don’t need the mailing, un-check them. When the

correct records are selected, click OK.

¢ Close the grey sidebar by clicking on the X at the top right of the sidebar, and SAVE your work at
this point.

¢ This document is your template, and you will open it each time that you need to RE-merge files
into a labels layout, for instance if you have new additions to the Excel file since the last time you
printed labels

* & o o

* & o o

Inserting Merge Fields

¢ Click in the top left label. Press “Backspace” and “Delete” to get the extra return out. Leave the
cursor in this label.

¢ Find the Mail Merge toolbar at the top of your MSWord document. Item names will appear when
you hover over the icons. You are looking for “Insert Merge Fields”.

¢ With the cursor in the top left label, click on Insert Merge Fields.

¢ Go down the list and double click on all the headers/info you want/need on the label: FamilyOf,
FirstName, LastName, CurrentResident, Address, City, State, Zip. The fields and order you choose
will depend on what you want your final labels to look like (see page 1). Click Close.

¢ All items are now in the first label but need to be spaced. Add spaces and line returns as they are
needed. If you do not add a space between FirstName and LastName, they will run into one another.
Remember that you WILL NOT add any punctuation.

¢ When the fields are laid out the way they should be, highlight all fields in the first label, and click on
“Propagate Labels” (11th item from the left) on the Mail Merge toolbar.
The first label will remain the same, but the others will start with “Next Record”

¢ In the Mail Merge toolbar, click on “Merge to New Document” (4th item from right end). Select
“All” and click OK.

¢ If you are using a DBase file from Member Query, you will have to format your information to ALL
CAPS. Highlight the total document. Format >> Font >> Arial, Regular, 10, then below check All
CAPS (uncheck any others), and click OK. You may also need to make your font smaller.

¢ Now you have a new document with the mail merge info in each label. File >> Save As >>
(something to differentiate it from the original file, like “FinalMailMergedLabels”.

¢ This document is *“static”’, meaning that if you open it again, it will print exactly as it does this
time, with the exact same information.
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Merging the Excel file into Word (2007) for labels
The process works a bit differently in Word 2007, but the end result is the same!

¢ Open Microsoft Word.

Go to the Mailings tab.

Select “Start Mail Merge”, with a step-by-step mail merge wizard.

Select Labels, then Next.

Select the type of label, then OK.

Select “Use Current Document”, then Next.

Select “Use Existing List” Browse for your Excel document, click Open, OK, and then Next.

On the menu bar, choose “Insert Merge field” and insert all the fields on your label, adding spaces

and returns as you insert them.

¢ Because Word 2007 has such wide spacing between rows, press Shift-Enter between rows and
that will *“single-space” them.

On the right side, press “Update All Labels”, then Next.

Preview your labels, then Next.

Complete the merge, then Next.

Select Print, Select All.

® & & & 6 oo

* & o o

Using the Excel file with Filemaker Pro:
¢ Create a new Filemaker database with the same fields as your spreadsheet, or open an already-created
file with fields that will contain the same data.
¢ Use File>>Import>>Files to import the data from the Excel spreadsheet into Filemaker, being sure to
match up the correct fields.
¢ If you create a new database, create a new layout for mailing labels.
0 The New Layout>>Labels wizard will guide you through the process.
0 On the last step, you will be asked to place fields on the labels. Be sure to remember to add
spaces and line breaks where you want them.
¢ This database can be reused many times for labels. If you need different addresses, you would use the
Records menu and “Delete All Records”, then re-import new data into the file. Your layout would
still be there, ready to print the labels.

Closing Credits:
I am SO appreciative of the contributions of others in this document!!

Mary Kay Litzel did an amazing amount of research on the postal regulations, prepared a sample mail
merge document in Word 2003, and documented all the steps that she used.

Steph Erpelding, after bringing this problem to my attention, got together with Anjanette Treadway and
figured out how to mail merge into Word 2007, and sent me a list of the steps that they used.

Thanks to them for their time and work, and for being so willing to share their knowledge with others!!
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