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Mail Merge using
MG Office

Highlight Feature

. Large amount of envelopes and documents can be continuously printed.

Pre-requisite

e eS2000AC, eS5005AC series, eS4508A series machines.
e Optional envelope drawer on the machine.

e Microsoft Word and Excel.

e v3 Universal Print Driver.
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In MS excel create a
spreadsheet. This sheet will

Insert Page Layout  Formulas Data

M & Cu

Calibri M K™ .
L A ,, be used for our mail merge.
a,“e J Format Painter I-EH-IR-A|ES .
You can have multiple tabs for
D9 - b . . .
g L ] information e.g first name,
|l First Name Last Name Address  State Past Codes
7 John Stay 23 Sutherk NoW 2232
3 Fred Frog 24 Sutherli NSW 2232
4 Mini Mouse 25 Sutherli NSW 2232
5 lesscia Flood 26 Sutherli NSW
6 James Bond erly

Open your MS word document
with the letter you are going to
mail merge

Wade-am
Step 2 N o e e
18 o B

Envelopes Labels | StariMail  Select
Nerge -

TOSHIBA

Select “Mailing”

)

Select “Envelopes’

Delvery addrass:

Envelopes and Labels [
Step 4 r——
&,

o i Select “Add to Document”

a| Prevew Fased

Detore printing, insert emvelopes into the folowing printer tray: Draver 4.
grint gooons.. | | E-postage Fropurtes..,
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You have now
added the
envelope to the
Document

TOSHIBA |

“Select Recipients” on the down
arrow

step 5 IR
Home Insert Page Layout

= § 2|

Envelopes Labels Start Mail| Select
Merge * |Recipien

Ir

- E Type New List... Fae |
1 1 Use Existing List...

Select “Use Existing List”

&d Select from Outlook Co

Select the list you originally
created to mail merge then
click on “open”

Select Table l (2 o
Step 8
Name Description  Modified Created Typy
5/31/2016 11:33:23 AM 5/31/2016 11:33:23 AM TAB
B Sheet2s 5/31/2016 11:33:23 AM  5/31/2016 11:33:23 AM TAB
[ Sheei3$ 5/31/2016 11:33:23 AM  5/31/2016 11:33:23 AM TAB S .
elect sheet one and click
“" kll
M« I » on o
[  |[First row of data contains column headers OK Cancel
[ -
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Review

References Mailings View

Now we are going to
merge the names to

= = -} # Rules ~ j H 41
o st o o 2 the document
i fighlight ~ Address Gr sert Merg i
Lo Lis | Merge Fiekts. Block e field - fe Lsbels | fusuis S Auto Checkfor Errors | e
Vrite £ 5 Preview Results
U G R S T N Y S R T

TOSHIBA

Leading Innovation >>>

Dear «First_Name» |
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Select on the document with
your cursor where you want
your first field to go. Select
Insert Merge Field, you will
notice the fields you have on
the drop down list are the
ones you created on the
spread sheet. Select the first
field “First Names” then
place a space and now select
the field “Last_Names”.



Now we are going to add the mail merge to the envelope

oo 11 Select on the envelope with
2 o2 ek, £ R your cursor where you want
o e |2 your first field to go in the
blue box.
Select the field “Address”

then press enter now
select the other fields
needed “State”, so on.

«Address»

Step 12 : _ You mail merge to your

sy document and envelope is
o complete

TOSHIBA
Laachog ircratien 1)

Now you can preview your
mail merge via the “Preview

Step 13

- Results”
23 Sutherland Cl Sutherland
NSW .
2232 Select the next arrow to view

other names

TOSHIBA

Dear_ o Siay
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Printing the documents

Before we print the documents a few settings need to be set.

S Select “File Print” With the

: _ envelope on the first page

25 Suthertand ¢ suhes select “Page Setup”.

Nsw

Very important to make sure
you direct the envelope to
the correct envelope draw.
Select tab “Paper”.

— First Page must
— correspond to the

envelope drawer
location on the
————— machine. Other pages
— can be set to Default

= & smioee tray (Auto) for the A4
- 8 document.
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Step 18

Step 19

Step 20

Return back to the “Mailings”
tab, now you can print your
document Select “Finish &
Merge

John Stay
23 Sutherland Cl Sutherland

2232

Merge to Printer M

Print records

P Select “ok”

() Current record

() Erom:

To:
I I OK I Cancel !

o — — |7 ——
.......
........ - e -] @
tolus:  Oefuine
Prmtar...
Typa: CUMILA Lnersal Prtes 2 2,
wwhare: 1430 Frint to fi
Commant:
vage range o

Hurntier of copies: |1

Select “Properties”

%] Comats
n
Zoom
- Fages per iy 59 -]
Senle 10 paper o Seahing -]
g
Spbena. o ] Close
et

Change Destination: “Tray 1”
And then “ok”
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