Mail Merge

This is a Microsoft Word template to print 12 mailing labels on an
8.5 by 11 sheet of paper. Set all page margins to .5 inch. Set
Divison Layout to 2 colums and .25 inch between columns. Set
Break to column.

The reason for all the If... Then...Else statements is to keep
things lined up when various addresses have between 3 and 6
lines in them. The "Name", "Title" ,"Company" and "Address 2"
fields are optional. (An If...then is not needed for a missing name
since a leading blank line is not noticeable.) I have a lot of
addresses with 6 lines such as:

Mr. John Doe
Division Manager
ARA Leisure Services
Phoenix Civic Plaza
225 E. Adams
Phoenix, AZ 85004

I use the first block with the 4 lines after the zip code deleted to
print on continous labels. I define a "LABEL" page size so every
label is one page long. The If ...then statements keep everything
lined up. The If...then statements to add blank linesat the end of
each label aren't needed since the form feed at end of page takes
care of that.

MAKE SURE THE LAST LABEL ON A PAGE DOES NOT
HAVE THE "next" COMMAND OR YOU WILL SKIP ONE
"RECORD" PER PAGE. If the "next" command is omitted, with
more than one label per page, the same record is printed more
than once.

If you have any questions leave a message for me, (Irv Kanode). 1
have spent many hours going around in circles trying to print
various label formats.

Delete these instructions and this page break before using.
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