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MS WORKS AND XMAS YOUR BASIC ADDRESS LIST
In keeping with my basic philosophy, I

want to keep it very simple and still make it
very useful, not only for Christmas mailings
but also for any routine mailings you make
during the year for birthdays, greetings, etc.

Actually wouldn’t it be nice to be able to go
to My Documents and to a folder called En-
velopes to find a ready to print file that has
a picture of the pre addressed envelope?

We will start with an address list anyhow
because I want this instruction to be com-
plete all by itself, as if you are starting from
scratch. Keep in mind, though that you can
skip this step if you already have your ad-
dresses available in a document in a format
that you can copy and paste. OK? Capisce?

So, start by opening the word processing
program in MS Works. Click on Start, Pro-
grams, Microsoft Works. Hey, here is a
picture:

Open Microsoft Works Word Processor.
See the picture on the next page. I am using
version 7.0 of MS Works. In writing instruc-
tions like this I always worry that there may
be variations in different versions of a pro-
gram. MS Works has been pretty stable for
several years. It is a surprisingly simple but
useful program. (Continued on next page).

I don’t want to seem enigmatic with that
header for this issue and this column. It is
Saturday evening, December 4. A little while
ago I got a voice mail from a woman whom I
helped some time ago with a mail merge prob-
lem that she needed to use to manage a big
mailing list for her church.

She turned over the ‘job’ (it was a big job for
her) to another parishioner some time ago but
her voice mail this time was about doing it
again but on a smaller scale for her personal
use, like Christmas mailings and individual
birthday mailings to a given set of family ad-
dresses. But that was a different computer
and a different Office program.

Fortunately, I had written a very good (at
least I thought it was good) issue of this news-
letter on that subject in 2009 using Office
2003. I referred her to
that issue and waited for
the questions from her. I
couldn’t do much to help
her using Word 2007. It
seemed like overkill to
use her original mail
merge program on her
small personal address
list. And I couldn’t use
exactly same write up of
the 2009 newsletter.

So, on the spot over the
telephone I described how
to do the same thing
(almost) as in the 2009

article using MS Works in-
stead. It seemed like it
was good material for the
December issue of our
newsletter. You can pre-
tend that Santa brought
you a gift in the form of a
newsletter. So, here goes.
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As an Aside
In the earlier version of this subject written in

2009, I described how you can use this list as a
master address list but I used MS Word 2003 at
that time. I created the picture on the left just for
this newsletter. This list could also be your mas-
ter address list.

I want to show part of my own master address
list in my computer to illustrate what I am talking
about. My master list in this picture shows my
brother (who is 98 years old, by the way), one of
his sons and family, and an old friend in Orange
County. This hap-
pens to be a combi-
nation master ad-
dress list and a
Christmas record.

You can see that
it is easy to copy
only the address
part for pasting
onto a label or onto
an envelope. Or
anywhere.

What I want to
stress here is that
you don’t need a
complicated soft-
ware to do such a
simple function. .

These days of fancy computers makes this
type of master list very useful. If you have a
web address associated with any of your ad-
dressees you can put in a hyperlink to the URL.
If you have an audio file associated with the ad-
dressee put a hyperlink here to enable you to
link to the file which may
be elsewhere in your
computer. Remember
what I said back in 2009
and I repeat here: Keep
it really simple so any-
body can do it.. Let’s con-
tinue.

Type your addresses in the word processing
form. It will look something like this:

I want you to note that this is as simple as
it gets. I am assuming that you are not going
to be dealing with thousands or even hun-
dreds of names. There is no special program
or special format. Just type the names one
after the other. It is sufficient only that they
are separated by a line so that selecting and
copying is easily done.

But also keep in mind that you can actually
skip this step if you already have your ad-
dresses available elsewhere so that you can
copy and paste. If you do have them else-
where, it might be useful to copy and paste
them in this format because of the way we
will enter them in the forms to follow.

In my example above I am putting some of
my mistresses at risk just for you. Isn’t that
nice.

When you have finished with your address
list, save it of course. (See next col.)
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The picture above is part of the MS Works Word Processor. I in-
cluded the Menu bar and the drop down menu from Tools. Click on
Envelopes. Here is a picture of the Envelope widow. For our pur-
poses Single envelope (the default selection) should be checked.

Then click on OK.. As we
all know Christmas cards,
Birthday cards, greeting
cards, etc. come in various
sizes. Frankly I wonder
how the postal people cope.

I put the picture we get here on the next
page because I don’t want to shrink it to fit
in this space. I need to give you a lot of in-
formation about the selection of the enve-
lopes.

You may find your envelope in the list,
but don’t count on it.. Note the scroll bar.
Before I took the picture I scrolled down so
that you can see the word Custom. Natu-
rally expect that the size of your envelope
might not be a standard size.

(Continued on next page)

Annual Income and Expenses
11/1/2009 through 11/30/2010

Chet Hartley, Treasurer

Income ($)
Contributions 26.00
Equipment Sale 0.00
Interest 1.46
Tips Card Sales 10.00
Textbook Sales 0.00
Tuition & Books 0.00
Total Inc. 37.46

Expenses ($)
Meeting Exp 125.00
Tuition Refund. 0.00
Internet Service 0.00
Bookkeeping Exp. 0.00
Insurance Exp. 0.00
Legal Exp. 0.00
Classroom 0.00
Textbook purchase 0.00
Total Exp. 125.00

Inc. Less Exp.($) - 87.54
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If you can find your size, use it. we
will use the Custom Size setting so
that we can go through the motions
of creating our own envelope size.

Click on the Custom Size button
and that opens an Envelope Size
window superimposed on the Enve-
lope Settings window.

Get your ruler out and measure
Width and Height of the actual en-
velope you will be printing on. En-
ter those numbers in the Envelope
Size window and click on OK.

.

TIP
Envelopes generally come in sizes

down to 1/16 of an inch.. For example I
have an envelope in hand that measures
4 and 5/16 high by 5 and 11/16 wide.
Don’t ask me why such dimensions are
used! The dimensions in the window to
the left use decimals.. Don’t ask me why
the window uses decimals, either!

The envelope dimensions in decimals
are 4.3125 H X 5.6865 W. Make the En-
velope size in the window 4.31 H X 5.69
W. As a rule select a dimension that is
about the same or rounding off to the
nearest .0.01. Remember, that it is not
critical. You’ll see in the next part why.

Then click on New Document. On the next
page you’ll see a page in which the addresses
are pasted. You can understand here one of
the reasons why envelope dimensions is not
critical.

Further, when you finally put an envelope
in the printer, it is the actual physical size of
the envelope that determines where the enve-
lope guides are positioned.

When you test your printing using a blank
sheet of paper you will see where the printing
is. Pay attention as to how the paper comes
out of the printer. Usually there will be some
kind of a guide which you must move to ac-
commodate printing the envelope.

You need to consult the printing Preferences
for your printer. Also pay attention to the
fact the envelope has a flap with glue on it.
Some printers feed from the top; others
(notably Lexmark and HP feed from below.
The printers that feed from the top do a bet-
ter job of printing envelopes.

The other types require the envelope make
a 180 degree turn around a roller. Envelopes
can jam up a printer easily here and also
cause registration problems where the print-
ing does not appear where it should. Rollers
in these printers need to be ‘refreshed’ occa-
sionally so that the paper is grabbed and
moved uniformly through the printer.
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Here is a picture
of the New Docu-
ment. showing the
outlined area of the
envelope. It shows
up in the middle of
the window..

Note that you can
vary the size of the
address area. The
envelope size is not
critical. You can
move the address
within the address
box. Optimally, the
address should be
centered neatly.

Of course, you
may be writing or
sending a card to
some in your ad-

dress list more than once, during the year. You should then save the New Document as a file
in your Envelopes folder (which should be in My Documents). (My file would be named
Sally.) Whenever you need to address an envelope to a particular addressee, pull up that file
and print it.

Oh, yes, we have to print it too. Printers vary in the way envelopes are fed. I recommend that
you always use a blank sheet of paper to test your settings and match the printout with your
actual envelope. The way the address is printed on the paper will also guide you as to how the
envelope is fed to the printer.

We are not through yet. Can you think of a bug in this simple system of printing envelopes?
Yes, I can. That file called Sally is really good for printing on a certain size envelope only to
Sally. Are you going to use the same size envelope each time you send a card to an addressee?
Not necessarily. You can arrange to do so but that puts a constraint on you. If you have a set
of stationery paper and a stack of like envelopes, yes the system works fine.

In the case of changing dimensions of the envelopes you might use, it is relatively easy to cre-
ate another New Document and copy and paste the address in the second New Document
and save it also. Keep both files. You now have two forms for mailing envelopes to the same
addressee. Good File Management practice would suggest that you now create a folder with
that addressee name to hold both files. Then change the file name to the envelope dimensions
so that you do not need to open the file see what envelope is used by that file.

Frank VonRano
25 Misty Lane Apt G
McCloud CA

Sally McMasters
29 Mistress Street
Palos Magenta, CA

OK, there you have it. This
is delivered to you just in

time for you to use it for your
2010 Christmas cards.

Don’t forget that I still would like to give
the job of this newsletter to another enter-
prising member of the club. In January, I
will turn 93 and that is getting pretty old..

Have a
Merry Christmas
And a
Happy New Year

Return address

Address area. Note
the handles for sizing.


