Your Address Book and Word 2003

You can specify that you want to insert addresses from the address book or contacts list
on your computer when you use Word 2003's Mail Merge and other Wizards to create
letters, labels, or envelopes. Here are two examples:

You can select names from the Bt ar it s X
address book in this Envelopes —
and Labels dialog box:

Envelopes | Labels

Delivery address: ﬂ -
/ ~

Print

add to Docurnent

Options, ..

[ |
[ |
( Cancel |
I |
[ |

E-postage Properties...

[] Add electronic postage

Return address: - [Jom
5300 Bluehottle Way

Y
Mantea, NG 27954 = =

W

Preview Feed

‘erify that an envelope is lnaded before prinking.

You can choose to use a ! Mail Merge -
Contacts folder in this Mail
Merge Wizard Task Pane:

Select recipients
) Use an existing list
(%) Select From Cutlook contacts

) Tvpe a new list

elect from Outlook contacts

elect names and addresses from
ay Outlook conkacts Faolder,

& Choose Contacts Folder

4
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2 Your Address Book and Word 2003

In some cases, you may see one of the following messages after clicking on W or
& Choose Contacts Folder -

Microsoft Office Outlook

Either there is no defaulk mail client or the current mail client cannot Fulfill the messaging request, Please run Microsoft Office

Cutlook and set it as the default mail client,

or

Microsoft Office Word

' Logon Failed. You must log on ko Microsoft Exchange to access vour address book,
. Error code: "Unspecified error”,

or

Microsoft Office Word

IUnable to obtain lisk of tables from the data source.

If you see one of these messages, then you’re using the Outlook Express address book
on your computer. Unfortunately, that address book doesn’t work well with Word.

If you've saved a lot of addresses in this address book and you want to be able to use
them, you can save the address book separately as a data file. Then you can use this
data file in the Mail Merge Wizard in Word. This way, you can use your address book
after all to create letters, envelopes, or labels.

In the next section you can read how to export your address book and save it as a data
file.
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Saving Your Address Book as a Data File

You’re going to save the Outlook Express address book as a data file.
B Start Outlook Express

You see the Outlook Express window.

- = ¥4 Outlook Express - Main Identity |THE\§\

I=] = B

E‘ C I | c k O n \/ G Edt viem Tooks Message  Help *
few »

i_B Click on Expoarkt

iZE Click on address Book, .. \/

Folder »

¢ Import

Tentity ..
Idertities

You see a small dialog box.
i_B Click on Address Book Export Tool El

Text File [Comma Separ:

@ Click on

Select the program or file type you want to export your addrezs book to, and
then click the Expart button,

ticrozoft Exchange Personal Address Book
Text File [Camma Separated Waluss)

You see the CSV Export dialog box.

B Click on _ Browse - | B Export B

Save exported file ax

| Browse ...

| Cancel |
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4 Your Address Book and Word 2003

You see the Save As dialog.

In this example you’ll save the Save As PX
file in the My Documents folder: /Slnﬁ My Documents = o+ E-
\‘ = My [ata Sources
] i File name: . L )My eBacks
Beside , type: Recent | e

Addre SS BOOk . EMY Pictures
\ r|_' =y videos
The correct file type is already Desktop
selected: N

i_B Click on

My Computel

Py Network, File name: \.ﬂddress Book] ﬂ Save
Places
Save as type: Comma Separated Walues [".csv] ﬂ Cancel

You see the CSV Export dialog box again.

i_.E Click on CSY Export

x)

Save exported file as:

|E:\Dncuments and Settingshdddaiby Browsze ...

MHest > Cancel
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In the next window, you can CSY Export X
select all the fields you want to o
save in the data file:

Select the fields you wizh to export:

| >

me

O Last Mame

B Click to place a check _
mark beside the desired _ ::';dn:'l':Name
fields O Mickname 5

\/
i_B¥ Click on

E-mail Address

Home Street

Hame City

Home Postal Code
Harne State

Hame Country/R egion

[l U Dl b
< Ba Finizh Cancel
You see a small dialog box when the export process is finished.
@B Click on Address Book B3
1 ) Address book export process has completed,
You can close the Address Book Bl az il X

Export Tool dialog box now:

(B Click on M

Address book export process haz completed.

Microsoft Exchange Personal Address Book Export

Text File [Comma Separated YWalues)

— [loze

il

The address book has been saved as a data file in the My Documents folder on your
hard drive. The name of this file is Address Book.csv.

You can use this data file in the Mail Merge Wizard in Word. The next section shows you
how to do that.

EF Close Outlook Express
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6 Your Address Book and Word 2003

Using the Address Book Data File in Word

Now you can work through the section Creating Labels with the Mail Merge Wizard in
Microsoft Word 2003 for Seniors. On page 279, select the file Address Book.csv
instead of the file Address List.doc.

In this case, you're going to use
an existing list: V=T R VA AR A : « - @) sl

{44 Normal +Lefts » TimesNewReman + 10 - | B 7 U [[E] E|H-- A

[ N N R I I R 7 ] - x
B Click on (%) Use an existing list

\ O select from :utl:uk contacts

@ Click on & Bowse.. \ ;
You saved the address book file in the My Documents folder.
B Next to Look i_I'I:, select the Select Data Source E|E|

folder (L) My Documents \/ Leckin: | (L) y Documents v @-31Q X [ - Tooks~
. (5] My Data Sources
,J ILIMy eBooks
- = g v 1 My Recent = usic
@ Clle On -iaind“:"" Book. csv Doycuments gm :ctures
\ L?—:a. EMV Videos
(= :

L5’
oC

'-.iﬁgnn:h:lress Book.csv
';:B" C I i C k on l&] Desktop 1 Address List.d

[y Documents

49
My Cornputer
:b] File name: v

Iy Mebwark )
Places Files of type: Al Data Saurces (*.odc; *.mdb; *.mde

Mews Source, .,

Cancel

Now you can work through the rest of the section in the book.
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