MSB Mailing List Application Directions

The MSB GIS Division has created a simple to use online application that allows for easy creation of most
mailing lists. Please follow the instructions below, if you run into any problems or have any suggestions
for improvements, contact someone in the GIS Division or submit a Help Desk ticket.
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MSB Mailing List Application Directions

OPTION 1 - Mailing list for all parcels within an administrative boundary.
Road Service Area (RSA), Fire Service Area (FSA), Special Service Area (SSA), City Boundary,
Community Council, Core Planning Area, Assembly District, or Voting Precinct.

1. Open the MSB Mailing List Application.
2. Click on “Layers” located in the top right of the app

3

i

Layers Q

Administrative Voting Precincts
Administrative City Boundaries
Administrative Assembly Districts
Administrative Special Service Arsas
Administrative Fire Service Areas
Administrative Roed Service Areas
Administrative Core Planning Area
Administrative Communities

Environment Waterbodies MSB

3. Turn on the desired polygon boundary you want to create the mailing list from.

4. Click on the polygon of interest, which will highlight the parcel and open a pop up box with a
little information about the parcel. Click the three dots in the pop up box and click Set As

Incident.
LN
LN -
0OXx_.
B
Community Council
E FARMIEW-00P
KNIK-FAIRVIEW
v
41 Panto
—+ Add a marker

B S5etAsincident

B Viewin Attribute Table
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MSB Mailing List Application Directions

5. The mailing list tool will open, see the screenshot below. Ignore the Draw Project
Area tools, instead simply place the buffer slider to “0” (in feet) on the right. This will
only select properties that reside within the boundary of the polygon.

Draw Project Area Buffer Distance (Feet)

(o

$  r b ©

6. Click the Mailing List Pts button, in the mailing list tool.

DOWNLOAD CSV o 1  Feet 355254

24984 54986
WA15_54785B03TD0AZ 1 WA1S 54783
53246

l Mailing ListPts @

7. The map will number all the parcels selected within the buffer. These parcels will be
included in the mailing list. Click the DOWNLOAD CSV button to create a spreadsheet
of the mailing list.

DOWNLOAD CSV 1 ) Feer 1863.9 2) Feer: 2509.53 3 ) Feer: 3600.42 4 ) Feer: 3768.68

107925 23827 23829 25119
OC03 216N02W15B001_1 OC03 216N02W10C001_1 ‘OC03_216N02W10A002 1 OCD4_52751BO4TO0A 1
83003 57976 40989 5954

Mailing List P= @&
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MSB Mailing List Application Directions

8. Open the downloaded CSV file (it should open in Excel) and save as an Excel

Workbook to a location of your choice.

Save As

@u?| < Local Disk (C:) » MailingLists

Organize -

drv

MNew folder

-

HP Records Manager

HPTRIM

lib
MailingLists
MS0Cache
PerflLogs

Program Files
Program Files (x86)

Mo ermsn Ml

File name:

=~

ProjectMame_MailingList

Ll

MName

hd |+?| | Search MaitingLists

"

Mo iterns match your search.

el
(7]

Date modif

<S-;-\te as type: | Excel Workbook (*.xlsx)]

Authors: Heather Kelley

+ Hide Folders

9. Use the excel spreadsheet to create mailing labels or for mail merge. See the mailing
label and mail merge section of this document for help. (Mail Merge = the automatic
addition of names and addresses from a spreadsheet to printed letters and/or

envelopes.)

Save Thumbnail

Tags: Add atag

Tools

-

Cancel
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MSB Mailing List Application Directions

OPTION 2 - Mailing list for parcels within a distance from one parcel.

1. Open the MSB Mailing List Application.

2. Zoom to your area of interest or use the Find tool to locate a parcel, address, subdivision or lake.

w

Q

3. Click on the parcel of interest, which will highlight the parcel and open a pop up box with a little
information about the parcel. Click the three dots in the pop up box and click Set As Incident.

@ Tax Account

Pan to

E CHICKADEE-L
-~ Add a marker
51)

B View in Attribute Table

o o
D Set As Incident

SOURDOUGH
RANCH

DD
AD

(5259)
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MSB Mailing List Application Directions

4. The mailing list tool will open, see the screenshot below.
Ignore the Draw Project Area tools, instead simply add the required buffer (in feet) on the right

Buffer Distance (Feet)

=0

Draw Project Area

» / b ©O

Project Area @

5. The map should now show a buffer, of the distance entered, around the parcel.
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6. Click the Mailing List Parcel button, in the mailing list tool.
Buffer Distance (Feet)

Draw Project Area

» » O ©

Last Updated: 8/21/2020 Page 6 of 33



MSB Mailing List Application Directions

7. The map will number all the parcels selected within the buffer. These parcels will be included in
the mailing list. Click the DOWNLOAD CSV button to create a spreadsheet of the mailing list.

Important note: The maximum number of parcels that can be selected is 3000. If you max out at 3000
records, contact GIS.

Ll eE-Druear e
AN

K-BAR-D-LN

00000

o
000000000

CAVE @

MARGELL LT

DOWNLOADCSV ¢ 1  Feer:0 2 | Feet: 11965 3 | Feer 130.62

PRIVATE PRIVATE PRIVATE

PARCEL PARCEL PARCEL
1543745 1543644 1543876

Mailing List @
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MSB Mailing List Application Directions

Open the downloaded CSV file (it should open in Excel) and save as an Excel Workbook to a
location of your choice.

Save As @
@Uv| <« Local Disk (C:) » MailingLists - |4~y-| | Search Mailinglists jo |
Organize * Mew folder 1= lﬁlﬁl
drv it Mame Date modif

HP Records Manager

HETRIM Mo items match your search.,
lib

MailingLists

MSOCache

PerfLogs

Program Files
Program Files (x88)

O P - | 4 I I
File name: ProjectName_MailingList -
"
Ga:re as type: |Exce| Waorkbook (*.xlslejj -
Authors: Heather Kelley Tags: Add atag
Save Thumbnail
= Hide Folders Tools - Save ] | Cancel

Use the excel spreadsheet to create mailing labels or for mail merge. See the mailing label and
mail merge section of this document for help. (Mail Merge = the automatic addition of names
and addresses from a spreadsheet to printed letters and/or envelopes.)
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MSB Mailing List Application Directions

OPTION 3 - Mailing list for parcels within a distance from parcels, road(s),
project area, etc.

1. Open the MSB Mailing List Application.

2. Zoom to your area of interest or use the Find tool to locate a parcel, address, subdivision or lake.

w | Find parcel, address, or sut Q‘

=

4. The mailing list tool, should now be open.
a. Enter your buffer distance (in feet).
b. Use one of the tools to draw your area of interest. There are 3 options.
1 — buffer around a single point
2 — buffer around a line; works great for road and trail projects
3 — buffer around an area; works great for a group of parcels or any area of interest

3. Click the mailing list tool button.

Draw Project Area Buffer Distance [Feet)

® 7 D

Project Area @
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MSB Mailing List Application Directions

5. The map should now show a buffer, of the distance entered, around the point, line, or area. The
example below shows a buffer around a road.
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6. Click the Mailing List button, in the mailing list tool.
Draw Project Area Buffer Distance (Feet)
¥ 7 D S
Project Area @ I
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MSB Mailing List Application Directions

The map will number all the parcels within the buffer. These parcels will be included in the

mailing list. Click the DOWNLOAD CSV button to create a spreadsheet of the mailing list.
Important note: The maximum number of parcels that can be selected is 3000. If you max out at 3000

records, contact GIS.

Nk, (AT
Laky

Niklason @

Lake

:_-;_.c_\n.'ODD Ro

©oo 009

@Iﬂ?PHYR DR
ZEPHYR DR

1  Feer:75.74 2  Feer: 18135
PRIVATE

DOWNLOAD CSV
PRIVATE
PARCEL PARCEL
1560123 1560100

Mailing List @

3 Feet 2457

PRIVATE
PARCEL
1560187
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MSB Mailing List Application Directions

Open the downloaded CSV file (it should open in Excel) and save as an Excel Workbook to a
location of your choice.

Save As @
@'\:j?| <« Local Disk (C) » MailingLists - |+¢| | Search Mailinglists ol
Organize = Mew folder == = (7]

drv v Mame Date modif
HP Records Manager
HETRIM Mo items match your search.

lib

MailingLists

M5O Cache
Perflogs

Program Files
Program Files (x86)

R - 4 I F
File name: ProjectName_MailingList -
Ga:re as type: |Exce| Workbook {*.xls:{l‘j -
Authors: Heather Kelley Tags: Add atag
Save Thumbnail
4 Hide Folders Tools - Save ] | Cancel

Use the excel spreadsheet to create mailing labels or for mail merge. See the mailing label and
mail merge section of this document for help. (Mail Merge = the automatic addition of names
and addresses from a spreadsheet to printed letters and/or envelopes.)

Last Updated: 8/21/2020
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MSB Mailing List Application Directions

OPTION 4 - Mailing list for parcels within 1 or more subdivisions.

Using Subdivision Numbers
1. Open the MSB Mailing List Application.

2. Subdivision are all assigned a four-digit number. There are a several ways to determine the four-
digit code.
a. Turn on the Subdivision layer in the Layer List and click on a subdivision to see its
name and number.
b. Click on a parcel on the Mailing App map and the subdivision number will show in
the pop-up. It is also the first four digits of the Account Number if it isin a

subdivision.
e " = e T -
| Tax Account
DR~ 2
E Account &177000L001
| @ | General Ownership  PRIVATE
Legal Description LAKE WALLACE LOT

Subdivision &177

Joomto GetDirections
\ ’ Eall M~ MIBE
c. Type the subdivision name into the search window. There might be several
subdivision numbers to choose from since many subdivision names are similar. Click

on each to determine which one you are looking for.

|v lake wallace] X | Q

1336
2577

C3| 6402

3. Once you have a subdivision number, or group of subdivision numbers, click on the Select Parcels
by Subdivisions tool.

B
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MSB Mailing List Application Directions

4. Enter all the subdivision numbers. Up to 30 subdivisions can be entered.
Click the Apply button.

Tasks Results

Subdivision

Query criteria

Subdivision Number is

6177

Subdivision Number is

1336

Subdivision Number is

e

5. All the parcels within the subdivisions will show on the map.
Click the button with three dots in the results window and select Export to CSV file.

Tasks Results
Subdivision _Query result @
Displayed features:24/24 2% Zoomto
Tax Account .-.; Panto

== Flash

n Number :-—> Export to C5V file |-fl,

Tax Account :-—> Export to feature collection

ershio :-—> Export to GeoJSON

3 Statistics...

] Save to My Content I
B Viewin Attribute Table

¢ Remove this result

Last Updated: 8/21/2020
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MSB Mailing List Application Directions

6. Open the downloaded CSV file (it should open in Excel) and save as an Excel Workbook to a

location of your choice.

Save As @
@uv| <« Local Disk (C:) » MailingLists - |+¢| | Search Mailinglists o
Organize « Mew folder = - EEI}
drv i . Date modif

HP Records Manager

HPTRIM Mo items match your search.
lib

MailingLists

M50Cache

PerflLogs

Program Files
Program Files (x86)

Mrmmeama M-

* 4

File name: ProjectMame_MailingList

L

G;.re as type: | Excel Workbook (*.xlsx]‘j

Authors: Heather Kelley

Save Thumbnail

=« Hide Folders

Tags: Add atag

Tools - Save ] |

Cancel

7. Use the excel spreadsheet to create mailing labels or for mail merge. See the mailing label and

mail merge section of this document for help. (Mail Merge = the automatic addition of names

and addresses from a spreadsheet to printed letters and/or envelopes.)

Last Updated: 8/21/2020
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MSB Mailing List Application Directions

All Subdivisions within a Buffer around a Parcel or Project

Follow the steps in either Option 2 or Option 3 thru step #5.

1.
Your map should now show a buffered area.
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MSB Mailing List Application Directions

3. The map will number all the subdivision within the buffer. Click the DOWNLOAD CSV button for a

spreadsheet of all the subdivision numbers.

Nildason
Lake

)
2 N
5 =
= g
=~
Lo

Ly .".fdw_.

e ZENOBD-RD

8

MISTY-L.

ZEPHYR-DOR

ZEPHYR-BR:

1 Feer: 778.56 2 Feer: §71.33 3  Feet: 124767

2823 3334 2074
2823 3334 2074
53944 54472 56323

DOWNLOAD CSV ¢y

Subdivision List @

4. Open the downloaded CSV file (it should open in Excel). There is a field called SUBD_NUM that
shows the 4-digit subdivision numbers. Don’t get it confused with another similarly named field.

A B % E
1 DISTAMCE OBJECTID QBJECTID 5 SUM_AC]
2 | 778.5643 2823 2823 33844 1.64215
3 | 871.3343 3334 3334 4472 3.370224
4 | 1247.666 3074 5074 36823 9.644724
5 | 1756.444 3729 3729 14.73126
6 | 2097.215 324 324 31344 281.3526

Last Updated: 8/21/2020

Page 17 of 33



MSB Mailing List Application Directions

5. Inthe Mailing List App, click on the Select Parcels by Subdivisions tool.

&

6. Enter all the subdivision numbers, copy and paste is the safest way. Up to 30 subdivisions can be
entered. Then click Apply.

Tasks Results

Subdivision

Query criteria

Subdivision Number is

6177

Subdivision Number is

1336

Subdivision Numberis

e
I =

7. All the parcels within the subdivisions will show on the map.
Click the button with three dots in the results window and select Export to CSV file.

Tasks Results

Subdivizion _Query result @

Displayed featurss:24/24 2% Zoomto

Tax A t .
ax Account .-' Pan to

=- Flash

mber | [ Exportto CSVfile '"

Tax Account :—) Export to feature collection

:-) Export to GeoJSON

7 Statistics...
E Save to My Content
B Viewin Attribute Table

> Remove this result
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MSB Mailing List Application Directions

8. Open the downloaded CSV file (it should open in Excel) and save as an Excel Workbook to a
location of your choice.

Save As @
@Uv| <« Local Disk (C:) » MailingLists - |¢f| | Search Mailingl ists pe

Organize « Mew folder 4= - (7]

drv i Mame Date modif
HP Records Manager

HPTRIM Mo items rmatch your search,

lib

MailingLists

MSOCache

PerflLogs

Prograrmn Files

Program Files (x86)

P LR | Tl 3
File name: ProjectMame_MailingList -
G;.re as type: |Exce| Workbook (*.xlsx]jj -
Authors: Heather Kelley Tags: Add atag
Save Thumbnail
« Hide Folders Tools - Save ] | Cancel

9. Use the excel spreadsheet to create mailing labels or for mail merge. See the mailing label and
mail merge section of this document for help. (Mail Merge = the automatic addition of names
and addresses from a spreadsheet to printed letters and/or envelopes.)
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MSB Mailing List Application Directions

Mail Merge - Adding Mailing Info to Labels, Envelopes, and Documents

Prepare Spreadsheet:
1. Ifitisn’t already, open the mailing list spreadsheet created using the steps above. Make sure you
know where it is saved.

2. Keep the following sets of fields, the rest can be deleted:

Mailing Addresses: Buyers Addresses: (typically for leased property)
Owner_1 Buyer_Name
Name_2 Buyer_Name_2
Mailing_Address_Line_A Buyer_Mailing_Address_A
Mailing_Address_Line_B Buyer_Mailing_Address_B
Mailing_Address_City Buyer_Mailing_Address_City
Mailing_Address_State Buyer_Mailing_Address_State
Mailing_Address_Zip Buyer_Mailing_Address_Zip

3. If your template is setup to use the Mailing Address fields, any mailing information in the Buyers
Address fields should be copied and pasted into the Mailing Address fields.

A ] @ D E F G H ! J
1 OWNER_1 NAME_2 Mailing_Address_Line_A Mailing_Address_Line_8  Mailing_Address_Cit Mailing_Address_State Mailing_Address_Z Buyer_Name Buyer_Name 2 Buyer_Mailing_Address A 81
2 |secon inc 240 W 6BTH AVE % COLASKA INC ANCHORAGE Ak 99518[J0NZ ARON J 2198 W MORRISON CT %
3 |aLaska sTATE OF DEPT OF TRANS & PUB FAC PO BOX 196900 ANCHORAGE A 995156900 JACOBSEN GAROLD T IR PO BOX 875193

4 | ALASKA STATE OF DEPT OF TRANS & PUB FAC PO BOX 196900 ANCHORAGE Ak 99519-6900

5 |CPD ALASKA LLC 201 ARCTIC SLOPE AVE ANCHORAGE K 99518-3033

6 |CONQUEST PARK LLC 2815 CONQUEST CIR WASILLA AK 99623-9309

7 _|ALASKA STATE OF DEPT OF TRANS & PUB FAC PO BOX 196300 ANCHORAGE AK 99519-6900

8 |TODD PROP LLC PO BOX 871395 WASILLA A 99687-1395

9 |JONZ ARON ) 2198 W MORRISON CT % WILLY RENSENBRINK GRANDJUNCTION €0 81507

10 | COLASKA INC 240 W 68TH AVE ANCHORAGE Ak 99518

11 |WASILLA PSH ASSOCIATES 430 E STATE ST STE 100 EAGLE D 83616

12
13
1

4. The spreadsheet should look something like this.

A B C D E F G

1 |OWNER_1 MAME_2 Mailing_Address_Line_A Mailing_Address_Line_B Mailing_Address_Cit Mailing_Address_Stats Mailing_Address_Z

2 |SECON INC 240 W 6BTH AVE %o COLASKA INC AMNCHORAGE AK 99518|.

3 |ALASKA STATE OF DEPT OF TRANS & PUB FAC PO BOX 196500 ANCHORAGE AK 99519-6900

4 |ALASKA STATE OF DEPT OF TRANS & PUB FAC PO BOX 196500 AMCHORAGE AK §0519-6900

5 |CPD ALASKA LLC 201 ARCTIC SLOPE AVE ANCHORAGE AK 00518-3033

6 |CONQUEST PARK LLC 281 5 CONQUEST CIR WASILLA AK 99623-9309

T |ALASKA STATE OF DEPT OF TRANS & PUB FAC PO BOX 126500 AMNCHORAGE AK 59519-6900

& |TODD PROP LLC PO BOX B71385 WASILLA Ak 99687-1395

% |JONZ ARON J 2198 W MORRISON CT % WILLY RENSENBRINK GRAND JUNCTION co 81507

10 |COLASKA INC 240 W 6BTH AVE AMNCHORAGE AK 99518

11 [WASILLA PSH ASSOCIATES 430 E STATE 5T STE 100 EAGLE D 83616
— 12 |JONZ ARON J 2198 W MORRISON CT %o WILLY RENSENBRINK GRAND JUNCTION co 81507
—j 13 |JACOBSEN GAROLD T IR PO BOX 875193 WASILLA AK 99687-5193

14

5. Open Microsoft Word and use Mail Merge to add mailing info to Labels, Envelopes, or
Documents.
a. Many of the Admin Specialists know how to use mail merge and can help.
b. There are also many online help resources, just google Microsoft Mail Merge.
c. Oryou can use one of the sets of instruction below.

Last Updated: 8/21/2020 Page 20 of 33



MSB Mailing List Application Directions

Create Mailing Labels:
1. Prepare your spreadsheet, as described in the Prepare Spreadsheet section.

2. Open Microsoft Word (open a blank document)

3. Click the Mailings Tab (at the top)

Mailings

4. Click the Start Mail Merge button and pick Labels.

B Letters
51 E-mail Messages
E1 Envelopes...
’7 '-_'D Labels...
El B Directory
Start Mail EI Mormal Word Document
MEFQE - @ Step-by-Step Mail Merge Wizard...

5. Select the type of mailing labels you’ll be using and click OK.

6. Click on Select Recipients and choose Use an Existing List...
r ER Typea Mew List...
a®

Lse an Existing List...
Select (E—_ g _3

Recipients - [25] Choose from Outlook Contacts...

7. Navigate to the location of the spreadsheet with the mailing information. Click OK.

Select Table ? *

Mame Description  Modified Created

Cadastral_ParcelsPt_1495% 6/15/2020 4:50:14 PM  6/15/2020 4:50:"

< >

First row of data contains column headers Cancel
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MSB Mailing List Application Directions

8. Click the Edit Recipient List button.

P

Edit
- Recipient List

9. Click Find duplicates...

Mail Merge Recipients ? *

This is the list of recipients that will be used in your merge., Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK,

Data Source Mailing_Address_Line... | Mai ~
Cadastral_Parcels... [Nl SECON INC 240 W 68TH AVE
Cadastral_Parcels... [ ALASKA STATE OF DEPT OF TRAMNS & PUB... PO BOX 196900
Cadastral_Parcels... [  ALASKA STATE OF DEPT OF TRANS & PUB... PO BOX 196900
Cadastral_Parcels... [¥ CPDALASKALLC 201 ARCTIC SLOPE AVE
Cadastral_Parcels... [ CONOQUESTPARKLLC 2815 CONQUEST CIR.
Cadastral_Parcels.. [¥  ALASKA STATE OF DEPT OF TRANS & PUB... PO BOX 196900
Cadastral_Parcels... [¥ TODD PROP LLC PO BOX 871395
Cadastral_Parcels... [¥ JOMZ ARONJ 2193 W MORRISON CT %1
B - . — .. .. e e ,
Data Source Refine recipient list

Cadastral_ParcelsPt_1495.xls» ?l Sort...

T4 ilter.

5 Find duplicates....
[7) Find recipient...
[} Validate addresses...

OK

10. Decide if any records should be unchecked to remove duplicates.

Find Duplicates ? X

The following entries appear to be duplicates, Use the checkboxes to select the entries you want to
include in your merge,

Data Source OWMER_1 MAME_2 Mailing_Addre... Mailing_Addre... Mailing
Cadastral_Parce... [ ALASKASTATE.. DEPTOFTRAN.. PO BOX 196900 ANCHO
Cadastral_Parce... JIBMll ALASKA STATE ... | DEPTOFTRAN... |[POBOX 196000 |  [ANCHO
Cadastral_Parce.. | ALASKASTATE.. DEPTOFTRAN.. PO BOX 196900 ANCHO
Cadastral_Parce.. [¥ JONZ ARON) 2192 W MORRI... % WILLY RENSE... GRAND
Cadastral_Parce.. [~ JONZARON) 2192 W MORRI... % WILLY RENSE... GRAND
£ >
oK

11. Click in the upper left mailing label box and click the Insert Merge Field button.

[
oo
=i
Insert Merge
Field -
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MSB Mailing List Application Directions

12. Double click, add OWNER_1, NAME_2, Mailing_Address_Line_A, Mailing_Address_Line_B,
Mailing_Address_City, Mailing_Address_State, Mailing_Address_Zip, then click Close.
It should look like this...

«OWNER_1»«NAME_2»«Mailing_Address_Line_A»«Mailing_Address_Line_B»«
Mailing_Address_City»«Mailing_Address_State»«Mailing_Address_Zip»

Insert Merge Field ? >

Insert:
(O) Address Fields (® Database Fields

Fields:

OWMER_1
MAME_2
Mailing_aAddress_Line_A
Mailing_Address_Line_BE
Mailing_Address_City
Mailing_Address State
Mailing Address Zip

Match Fields... Close

«Mext Record»

13. Select all the fields you just entered in the upper left mailing label box.

d. Change the font size to 9.
Click the layout tab and make sure the following spacing is set to 0 pt.

| Layout H=iSele= | Mailings | Review | View |Cﬂnt-ent ETE | ACRDEA.T|
€| *# Breaks - Indent Spacing
~  fCLineNumbers~ 3= left 021" = Befok

*: After

4 F 4 F

be Hyphenation= =% Right 0.21"

Fa Paragraph

14. In the upper left mailing label box, select each field and click Enter, to place a carriage return
between the top 4 fields field but for the city state and zip just put a space between the fields and
keep them on the same line. It should look like this...

«OWMNER_1»

aMAME_2»

wMailing_Address_Line_Ax»

uMailing_Address_Line_Bx»

wMailing_Address_Citys «Mailing_Address_5Stater «Mailing_Address_Zip»
™

A
=f Sp

15. Click the Mailings tab at the top again.
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MSB Mailing List Application Directions

16. In order to force the mail merge to skip empty secondary name or address fields, do the
following: Highlight NAME_2, right-click, Edit Field..., Field Codes (at the bottom), add a space and \b
where it shows below and click OK. Do the same thing for the Mailing_Address_Line_A and
Mailing_Address_Line_B.

Field

Please choose a field Advanced field properties
Categories: Field codes:
[Aln ' MERGEFIELDY MAME_2%b <
Eield names: MERGEFIELD FieldMame [Switches)
Fill-in F
GoToRutton

17. Click Update Labels

[2 Update Labels

18. Click Preview Results and then tab thru each page

KN

E> Find Recipient
@ Check for Errars

Preview Results
19. You should see 1 or more pages of mailing labels, each with a different address.

20. Click Finish & Merge and Print Documents

Ep

Finish &
Merge -

DD Edit Individual Documents...

E & Print Du:u:ument::‘)

E.  Send Emall Messages...
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MSB Mailing List Application Directions

Add Mailing Info to Envelopes:
1. Prepare your spreadsheet, as described in the Prepare Spreadsheet section.

2. Open Microsoft Word (open a blank document)

3. Click the Mailings Tab (at the top)

Mailings

4. Click the Start Mail Merge button and pick Envelopes...
B Letters
[ E-mail Messages

E] Envelopes...

’7 T Labels..

I:l D Directory

Start Mail E| Normal Word Document
Merge [ Step-by-Step Mail Merge Wizard...

5. Select the type of mailing envelopes you’ll be using and click OK.

6. Click on Select Recipients and choose Use an Existing List...
r B2 Typea Mew List...
)

-
Use an BExisting List...
Select (-Q___ g _D

Recipients - [2s] Choose from Outlock Contacts...

7. Navigate to the location of the spreadsheet with the mailing information. Click OK.

Select Table ? *
MName Description  Maodified Created
Cadastral_ParcelsPt_1495% 6/15/2020 4:50:14 PM  6/15/2020 4:50:"
< >

First row of data contains column headers Cancel
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MSB Mailing List Application Directions

8. Click the Edit Recipient List button.

)
s
Edit

- Recipient List

9. Click Find duplicates... if any records need to be removed, uncheck them.

Mail Merge Recipients ? x
This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source Mailing_Address_Line... « | Mai &
Cadastral_Parcels... [JIEll SECON INC 240 W 68TH AVE
Cadastral_Parcels... [¥ ALASKA STATE OF DEPT OF TRAMS & PUB... PO BOX 196900
Cadastral_Parcels... [¥ ALASKA STATE OF DEPT OF TRAMS & PUB... PO BOX 196900
Cadastral_Parcels... [¥ CPDALASKALLC 201 ARCTIC SLOPE AVE
Cadastral_Parcels.. [¥ CONQUESTPARK LLC 2815 CONQUESTCIR
Cadastral_Parcels.. [¥ ALASKA STATE OF DEPT OF TRAMS & PUB... PO BOX 196900
Cadastral_Parcels.. [¥ TODDPROP LLC PO BOX 871395
Cadastral_Parcels.. [¥ JONZARON)J 2198 WMORRISON CT %1,
< ) - - >
Data Source Refine recipient list
Cadastral_ParcelsPt_1495.x1s) 2] sort..
T4 Eitter...
%4 Find duplicates...;
[7) Find recipien
D Validate addresses...
QK
VIRV N S
Find Duplicates ? X
The following entries appear to be duplicates. Use the checkboxes to select the entries you want to
include in your merge,
Data Source OWMER_1 NAME_2 Mailing_Addre... Mailing_Addre.. Mailing
Cadastral_Parce.. [¥ ALASKA STATE.. DEPTOF TRAM.. PO BOX 196900 AMNCHO
Cadastral_Parce... Bl ALASKA STATE ... | DEPTOF TRAN... [POBOX196000 |  [ancHO
Cadastral_Parce... [ ALASKASTATE.. DEPTOF TRAM.. PO BOX 196500 ANCHO
Cadastral_Parce.. |¥ JONZ ARON)J 2198 W MORRL.. % WILLY RENSE.. GRAND
Cadastral_Parce.. [ JONZ ARONJ 2198 W MORRL.. % WILLY RENSE.. GRAND
£ >

Insert Merge
Field =
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MSB Mailing List Application Directions

11. Double click, add OWNER_1, NAME_2, Mailing_Address_Line_A, Mailing_Address_Line_B,
Mailing_Address_City, Mailing_Address_State, Mailing_Address_Zip, then click Close.

12. Select each field and click Enter, to place a carriage return between the top 4 fields but for the

city state and zip just put a space between the fields and keep them on the same line. It should
look like this...

Insert Merge Field ? X

Insert:
(O) Address Fields (®) Database Fields
Fields:

MAME_2
Mailing_Address_Line_&
Mailing_Address_Line_B
Mailing_Address_City
Mailing_Address_State
Mailing_Address_Zip «DWMER_1»

a«NAME_2»

«Mailing_Addrass_Line_A»
«Mailing_Addrass_Line_B» H
«Mailing_Addrass_City» «Mailing_Address_State»A;

«Mailing_Addrass_Zip» = D :,D

Match Fields... Cancel

13. Select all the fields you just entered in the upper left mailing label box.
a. If desired, change the font size to whatever you prefer.
b. Click the layout tab and make sure all the spacing is set to 0 pt.

Layout RS te=s | Mailings | Review | View |Content Manag | hCRDBAT|

'ﬁ Breaks - Indent Spacing

i —_—

{lineNumbers~  3=Left 021"
nns ) o "
bc Hyphenation= = =% Right |0.21" -

$§ Before
*: After

[ Paragraph

14. In order to force the mail merge to skip empty secondary name or address fields, do the
following: Highlight NAME_2, right-click, Edit Field..., Field Codes (at the bottom), add a space

and \b where it shows below and click OK. Do the same thing for the Mailing_Address_Line_A
and Mailing_Address_Line_B.

| Field
Please choose a field Advanced field properties
Categories: Field codes;
(EALl e MERGEFIELD MAME_2'\b ﬁ{.
Eield names: MERGEFIELD FieldMame [Switches]
Fill-in S
T aRutton
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MSB Mailing List Application Directions

15. Click Preview Results and then tab thru each page
KD

[T}Find Recipient

E Check for Errars

Preview Results

16. You should see the same document over and over again, each with a different address and no
empty name or address lines.

CPD ALASKA LLC
201 ARCTIC SLOPE AVE
AMNCHORAGE AK 99518-3033

17. Click Finish & Merge and Print Documents

Ep

Finish &
Merge -

ED Edit Individual Documents...

E E:g, El'intDu:u:umEht:Q
E]

Send Email Messages...
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Add Mailing List Addresses to a Document:
1. Prepare your spreadsheet, as described in the Prepare Spreadsheet section.

2. Open or create the document in Microsoft Word.

%4 MATANUSKA-SUSITNA BOROUGH
f ;'-\% Geographic Information Systems

2y

b el 350 East Dahlia Avenue * Palmer, AK 99645
BN o Phone: 907-861-7858
ey Web: www.matsugov.us
Nov 1, 2017
ADDRESS
BLOCK

This letter 1s being sent to make you aware of ...
Blah, blah, blah. ...

For more information, please visit the MSB website at:
https://'www.matsugov.us/publicnotice

Sincerely,

Name
Some division

3. Click the Mailings Tab (at the top)

Mailings

4. Click the Start Mail Merge button and pick Letters.

£ E-mail Messages
E1 Envelopes...
’-_'D Labels...
’El D Directory
Start Mail BE MNormal Word Document
o B2 @ Step-by-5tep Mail Merge Wizard...
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5. Click on Select Recipients and choose Use an Existing List...

* ER Typea Mew List...
[ ]

Use an Existing List...
Select @__ g _:b

Recipients - [&5] Choose from Qutlock Contacts...

6. Navigate to the location of the spreadsheet with the mailing information. Click OK.

Select Table ? >

Mame Description  Maodified Created

Cadastral_ParcelsPt_1495% 0/15/2020 45014 PM  615/2020 4:50:7

< >

First row of data contains column headers Cancel

7. Click the Edit Recipient List button.

4

Edit
- Recipient List
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8. Click Find duplicates...

Mail Merge Recipients

? X

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source

Mailing_Address_Ling... - | Mai »

Cadastral_Parcels... [NCIll SECON INC 240 W 63TH AVE
Cadastral_Parcels... [¥ ALASKA STATE OF DEPT OF TRANS & PUB... PO BOX 196900
Cadastral_Parcels.. [¥ ALASKA STATE OF DEPT OF TRAMS & PUB... PO BOX 196500
Cadastral_Parcels.. [¥ CPD ALASKALLC 201 ARCTIC SLOPE AVE
Cadastral_Parcels.. [¥ CONQUESTPARK LLC 2815 CONQUEST CIR
Cadastral_Parcels.. [¥  ALASKA STATE OF DEPT OF TRAMS & PUB... PO BOX 196900
Cadastral_Parcels.. [¥ TODDPROPLLC PO BOX 871395
Cadastral_Parcels.. [¥ JONZ ARON) 2198 W MORRISOM CT %\ v
iB - . —_ e e N
Data Source Refine recipient list
Cadastral_ParcelsPt_1495.xls: 2] sort..
T Eilter...
{757 Find duplicates :
[7} Find recipien
[} validate addresses...
oK
9. Decide if any records should be unchecked to remove duplicates.
h Al Bde-r Dmrim £
Find Duplicates ? X
1
The following entries appear to be duplicates. Use the checkboxes to select the entries you want to
include in your merge.
Data Source OWMER_1 MAME_2 Mailing_Addre... Mailing_Addre... Mailing
Cadastral_Parce... ALASKA STATE ... DEPT OF TRAN... PO BOX 196900 AMCHO

Cadastral_Parce...

ALASKA STATE ... | DEPTOFTRAN... [POBOX196%00 |  [ANCHO

v
-

Cadastral_Parce.. | ALASKASTATE.. DEPTOFTRAN.. PO BOX 196900

Cadastral_Parce.. [¥ JONZ AROM 2198 W MORRI.

Cadastral_Parce.. | JONZ ARON 2198 W MORRI.

AMCHO

w % WILLY RENSE... GRAMND
. % WILLY RENSE... GRAMND

CK

10. Click in the address block box and click the Insert Merge Field button.

™

e o
o o
a0

Insert Merge
Field ~
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11. Double click, add OWNER_1, NAME_2, Mailing_Address_Line_A, Mailing_Address_Line_B,
Mailing_Address_City, Mailing_Address_State, Mailing_Address_Zip, then click Close.

12. Select each field and click Enter to place a carriage return between the top 4 fields but for the city
state and zip just put a space between the fields to keep them on the same line.

= [
H |jrx EY aag Dl I‘
’le [‘..\‘a ] “| Insert Merge Field ? * s
Start Mail ~ Select Edit High-
Merge ~ Recipients = Recipient List ~Merg InseCrt). . ® ) Q
Start Mail Merge Address Fields Database Fields bre
,...E...,...1...|...E'E|d5:
MAME_2
Mailing_Address_Line_A
Mailing_Address_Line_B
Mailing_Address_City
Mailing_Address_State
Mailing_Address_Zip
MNov. 1, 2017
«OWNER_1»
«NAME_2»
«Mailing_Address_Line_A» Match Fields... Cancel
«Mailing_Address_Line_B»

«Mailing_Address_City» «Mailing_Address_State» «Mailing_Address_Zip»
N A

e =
This letter is being sent to make you aware of... e

Blah, blah, blah,

13. Select all the fields you just entered in the upper left mailing label box.
a. If desired, change the font size to whatever you prefer.
b. Click the layout tab and make sure all the spacing is set to 0 pt.

Layout EESiEEle=s | Mailings | Review | View |Cc-r1ter1t L E | ACRDEAT|

i —_—

’# Breaks - Indent Spacing
f[JLline Numbers~  3=Left 021" - |1Z= Before
" be Hyphenation~ = =% Right: 0.21" s *: After:
[ Paragraph
T T A . c #

14. In order to force the mail merge to skip empty secondary name or address fields, do the
following: Highlight NAME_2, right-click, Edit Field..., Field Codes (at the bottom), add a space and \b
where it shows below and click OK. Do the same thing for the Mailing_Address_Line_A and
Mailing_Address_Line_B.

Field

Please choose a field Advanced field properties
LCategories: Field codes:
(A1) e MERGEFIELDY NAME_2 b i:{_
Field names: MERGEFIELD FieldMame [Switches]
Fill-in ~
GoTonRuttan
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15. Click the Mailings tab at the top again.
16. Click Preview Results and then tab thru each page

CKE »r@

E}Find Recipient
E Check for Errars

Preview Results

17. You should see the same document over and over again, each with a different address.

18. Click Finish & Merge and Print Documents

Ep

Finish &
Merge -

DD Edit Individual Documents...

E:g, Print Documents... }

D Send Email Messages...

S S 23
NG

(i Pt
w
Nov 1, 2017
Nov 1, 2017
BUNNY EASTER
FAMILY TRUST STATE OF ALASKA
8596 N SKIP CIR DEPT OF NATL RE{
APT 8 STE 1050A ‘
WASILLA, AK 99654 550 W 7TH AVE
ANCH, AK 99501

This letter is being sent tc ' i
This letter is being se

Blah, blah, blah....
Blah, blah, blah....

For more information, ple

https://www.matsugov.us

For more informatior

https://www.matsugg

Sincerely, ,
Sincerely,

Name

Some division Name

Some division

Nov 1, 2017
KELLIE JON

6958 N SKIP CIR
WASILLA, AK 9965¢

This letter is being sen
Blah, blah, blah....

For more information,

https://www.matsugov

Sincerely,

Name
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