Kreiranje postanskih naljepnica iz Excel liste

Korak 1: Priprema mailing liste (u Excel-u)

Nasa lista ¢e sadrzati sledec¢e kolone:

e First Name (Ime)

e Last Name (Prezime)

e Street Address (Adresa)
o City (Grad)

o State (Drzava)

e ZIP Code (Postanski broj kojim se sluzi PoStanski servis Sjedinjenih Americkih
Drzava)

Ovo su standardni podaci koji se pojavljuju na postanskim naljepnicama. MoZete ¢ak
umetnuti i slike u poStanske naljepnice, ako zelite.

U kolone unosimo podatke. Kada zavrSimo na$a lista treba da izgleda ovako:

Street Address City State ZIP Code
Heddings 111 Road st. PotomacFalls VA 20165
Glenn 112 Road st. PotomacFalls VA 20165
Hoffman 113 Road st. PotomacFalls VA 20165
Summerson 114 Road st. PotomacFalls VA 20165
Fitzpatrick 115 Road st. PotomacFalls VA 20165
Crider 116 Road st. PotomacFalls VA 20165
Hendrickson 117 Road st. PotomacFalls VA 20165
Heinzman 118 Road st. PotomacFalls VA 20165
Gavin 119 Road st. PotomacFalls VA 20165

Snimite listu i otidite u Microsoft Word.

Korak 2: Podesite labels (obiljezja) u Word-u

Otvori¢emo prazan Word dokument. Zatim, biramo tab “Mailings”, a zatim opciju “Start
Mail Merge”.
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Pojavljuje se padaju¢i meni sa koga treba izabrati “Labels”.
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Pojavice se prozor “Label Options”. Podesite kao na slici i kliknite na “OK”.

Label Options

Printer information
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Label information
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U Word-u ¢e se sada pojaviti prikaz vasih naljepnica:



Napomena: Ako vam se ove linije ne prikazu, idite na Design > Borders i odaberite
“View Gridlines”.

Korak 3: Povezite radni list sa Word-ovim label-ima

Prije nego Sto budete u mogucnosti da prebacite podatke iz Excel-a u obiljezja (labels),
morate povezati to dvoje. Kliknite na “Mailings” tab u Word dokumentu, odaberite opciju

“Select Recipients”.
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Pojavi¢e se padajuéi meni. Odabracéemo “Use an Existing List” (koristi postojecu listu).
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Pronadite i selektujte datoteku koja sadrzi mailing listu. Kliknite na “Open”.
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Pojavice se prozor “Select Table”. Ako imate viSe od jednog radnog lista u vasoj Excel
radnoj knjizi, oni ¢e se pojaviti ovde. Selektujte onaj koji sadrzi vasu listu. Uvjerite se da

je uklju€ena opcija “First row of data contains column headers”, ako nije, ukljucite, pa na
“OK”.

Select Table

Mame Description  Modified Created Type
Sheet1% 5772019 7:08:21 PM 5/7/2019 7:08:21 PM  TABLE

SN\

. «| First row of data contains column headers | Cancel |

Vasi label-i su sada povezani sa radnim listom.

Korak 4: Dodavanje Mail Merge polja label-ima

Odaberite prvi label, prebacite se na tab “Mailings”, pa kliknite na “Address Block”.

Document3 - Word

Mailings Review

Il

Highlight Insert Barcods
Merge Fields Field ~

Developer Help Foxit PDF
N [%Rules~
— — 5L Match Fields
reeting Insert Merge
line  Field~ L2 Update Labels
Write & Insert Fields

U prozoru “Insert Address Block”, kliknite na dugme “Match Fields”.
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Pojavljuje se prozor “Match Fields”. U grupi “Required for Address Block”, osigurajte da
se svako podeSavanje poklapa sa kolonom vase radne knjige. Recimo, “First Name”
treba da se poklapa sa “First Name”, itd. Kada se uvjerite da je sve u redu, kliknite na
“OK)!.

Match Fields

In arder to use special features, Mail Merge needs to know
which fields in your recipient list match to the required
fields. Use the drop-down list to select the appropriate
recipient list field for each address field component
Required for Address Block

First Mame First Mame

Last Mame Last Mame

Suffix (not matched)

Company [not matched]

Address 1 Street Address

Address 2 (not matched)

City City

State State

Postal Code ZIP Code

Country or Region (not matched)
Optional information

Unigue ldentifier inot matched)  [w] Y

d|33|3 3|3

Use the drop-down lists to choose the field from your
database that corresporigs to the address information Mail
Merge expects (listed on §ge left.)

|:| Bemember this matchi rthis set of data sources on
this computer

Vra¢amo se nazad u prozor “Insert Address Block”. Pogledajte “preview” da biste se
uvjerili da sve izgleda dobro, a zatim kliknite na “OK”.



Preview
Here is a preview from your recipient list:
14 |1

Lowell Heddings
111 Road st.
Potomac Falls, WA 20165

Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct add@ss elements from
your mailing list.
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<<AddressBlock>> Ce se sad pojaviti na nasem label-u:

wAddressBlock» «MNext Record»

“MNext Record» «MNext Record»

Kliknimo na tab “Mailings”, pa na “Update Labels”.



Jednom selektovan, <<AddressBlock>> bi trebao da se pojavi u svakom label-u.

«AddressBlock» #Mext Record»«AddressBlock»

#Mext Record»aAddressBlock» #Mext Record»«AddressBlock»

Sada ste spremni da odradite “mail merge”.

Korak 5: lzvodenje Mail Merge-a

Klik na tab “Mailings”, pa na “Finish & Merge”.

Sa padaju¢eg menija odaberite “Edit Individual Documents”.
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Pojavice se prozor “Merge to New Document”. Odaberite “All”, pa “OK”.
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Vasa Excel lista je sada pripojena (“merged”) Word label-ima.

Lowell Heddings Walter Glenn

111 Road st. 112 Road st.

Potomac Falls, VA 20165 Potomac Falls, VA 20165
Cameron Summerson lason Fitzpatrick

114 Road st. 115 Road st.

Potomac Falls, VA 20165 Potomac Falls, VA 20165
Josh Hendrickson Andrew Heinzman

117 Road st. 118 Road st.

Potomac Falls, VA 20165 Potomac Falls, VA 20165

Sve &to je josS ostalo da se uradi je, da odStampamo naljepnice i po$aljemo mail!



