Software Training Services

Word 2007 Mail Merge
Preventing New Word 2007 Spacing from Addresses on Envelopes

1. Onthe Home tab, click on the dialogue box launcher in the Styles group.
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2. Click on the Options link in the bottom right corner.
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3. Inthe Select styles to show field (first field), select the option for All Styles and then the OK

button.
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Use the scroll bar to locate the Style for Envelopes. (It is after Endnote Text.) Right click over the
Envelopes entry and select the option for Modify.
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Modify style 2|

Properties
Mame: IEnveIope Address
Skyle bype: IParagraph
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Font: (Default) +Headings, 12 pt, Indenk: Left: 2", Line spacing: single, Space After: 0 pt, Position:
Horizonkal: Center, Relative ko: Page, Horizonkal: 0.13", Vertical: Bottom, Relative bo: Margin,
Wwidth: Exactly 5.5", Height: Exactly 1.38", Style: Hide until used, Priority: 100, Based on: Mormal
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' Only in this document € New documents based on this template

Format = | (0] 4 I Cancel |

4. Select the Format button (bottom left corner) and choose Paragraph.
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Spacing
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5. Inthe After field (Spacing section) change to Opt and in the Line spacing field, change to Single.
Click on the OK button.
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Modify stvle 2

Properties
Mame: IEnva\ﬂpe Address
Style type: IParagraph j
Style based on: I T normal j
Style For Following paragraph: I AT Envelope Address j
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Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
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Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Tesxt Sample Text
Sample Text

Font: (Default) +Headings, 12 pt, Indent: Left: 2", Line spacing: single, Space After: O pt, Position:
Horizontal: Center, Relative to: Page, Horizontal: 0.13", Wertical: Bottom, Relative ta: Margin,
width: Exactly 5.5", Height: Exactly 1.38", Style: Hide until used, Priority: 100, Based on: Normal

I™ Add to Quick Stylelist ™ Automatically update
£ Orly in this document  § New documents based on this template

Format - Cancel

6. At the bottom, select the radio button for New documents based on the template. Click on the
OK button.

7. When closing Word, if a message appears about changing the template, select Yes or OK. This
will allow this change to be modified for all future Word documents.
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