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Purpose

This Helpful Hint provides two examples of how to create mailing lists from Toolkit customer information.  The first example shows how to use Outlook® to prepare a mailing list for the entire Toolkit Customer Folder, and then use Microsoft® Word to print mailing labels.  The second example shows how to use the Outlook Advanced Find tool to create a mailing list from an Advanced Find query.

Example 1:
Create a Mailing List from the Entire Toolkit Customer Folder

Create an email address book in Outlook

1. Start Outlook.

2. If the Folder List is not displayed, click the Outlook View menu, then select Folder List.

3. Click Toolkit Folders, and then click Toolkit Customers.

4. Move the cursor over the Toolkit Customers folder. Click the right mouse button then click Properties.
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5. Click the Outlook Address Book tab, and then click the checkbox for Show this folder as an e-mail Address Book.
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If this option is grayed (not available), perform these steps:

a. Click the Cancel button. 

b. Select Tools from the Outlook menu, then click Services.

c. On the Services dialog box, click the Add button.
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d. Click Outlook Address Book.

e. Click OK and close Outlook.

f. Return to step 1 to restart the process.
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In Name of the address book, replace Toolkit Customers with a folder name such as Customer Mailing List, and then click OK.
Design an address label file in Word

1. Start Word.

2. From the Tools menu, select Mail Merge.

3. On the Mail Merge Helper dialog box, click the Create button. 
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4. Select the Mailing Labels… option.

NOTE: This same process may be used to create form letters from Toolkit Customer data. Click on Form Letters… to insert Toolkit Customer data fields into a form letter.
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5. Click the Active Window button.

6. Click the Get Data button, then click the Use Address Book option.
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7. On the Use Address Book dialog box, click Outlook Address Book, then click OK.
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8. Select the address book you entered earlier (e.g. Customer Mailing List or Cash Grain Mail List) and click OK.
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9. Click the Setup the Main Document button.

10. On the Label Options dialog, select suitable mailing label options and click OK.

11. On the Create Labels dialog box, click the Insert Merge Field button to select the data fields to be printed on the labels. This graphic shows several data fields that will appear in a label. Be sure to add spaces between fields and punctuate as needed.
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12. Click OK.

Merge data and print labels

1. Click the Merge… button on the Mail Merge Helper dialog.
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2. Optionally, click the Query Options button to display the Query Options dialog. 
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On the Query Options dialog box, click the Filter Records tab to select a smaller group of names and addresses, for example only addresses within one zip code. Click the Sort Records tab to select the order for the printing the labels. The example below shows that the mailing labels will be printed by last name in ascending (alphabetical) order. Select additional sort fields as needed.
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3. On the Merge dialog box, select from the options, then click Merge to merge the contact information into the mailing label document.
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4. Print the labels when you are satisfied with their appearance.

Example 2:
Create a Mailing List from an Advanced Find Report

This example shows how to create a mailing list of Toolkit Customers with cash grain enterprises.

Create a report with the Advanced Find tool

1. Start Outlook. On the Outlook Folder List, click on the Toolkit Customers folder.

2. From the Outlook Tools menu, click on Advanced Find.

3. On the Advanced Find dialog box, click the Advanced tab, and then click the Field button.
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4. Select User-defined fields in folder, then select Enterprise from FOCS.
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5. For Condition, select Contains, and then enter Cash Grain. Click the Add to List button, then click the Find Now button to start the query.
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6. When the results of the query are displayed, click on one contact in the list.
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7. On the Edit menu, select Select All to select all the contacts in the list.
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Copy the contacts to a new Toolkit folder

1. From the Edit menu, select Copy to Folder…
[image: image19.png]£ Advanced Find [_[CIx]

| Eie [de vew Took el 1

Sl il

lookf | [Fook Customers Browse,

s o

ot soketal cuea

=
e D [ET

D3 ove to Foder.._Cshitsy Now soarch

Categories.
— Remave

Define more creria

_red | Gordiion: Vel Q

[ [ | |
idd b Lt
e aneed

|7 Full Name | Company. [FieAs [l
. b

0
2
2 ith Gror
2

Wary A





2. On the Copy Items dialog, click the New… button.
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3. On the Create New Folder dialog box, enter a folder name (e.g. Cash Grain Mail List).  Select Contact Items under Folder contains.  Click Toolkit Folders, then click OK. Close the Advanced Find dialog box.
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4. Toolkit Folders now includes the subfolder Cash Grain Mail List.
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5. To make the list available for mail merge in Word, click on the Cash Grain Mail List folder. Click the right mouse button, and then click Properties.
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6. On the Cash Grain Mail List Properties dialog box, click the check box for Show this folder as an e-mail Address Book. 
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The Cash Grain Mail List is now available for merging into form letters or mailing labels.  Return to Design an address label template in Word on page 4 for instructions on how to design and create mailing labels.
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