MSB Mailing List Application Instructions - New

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 Instructions - New

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. Open the Enhanced Search widget and choose a Search Type from the By Value window.
For example:

B8aa .

e E Search Parcels Points layer = -
Search Parcels Points layer = - Search glias
Search alias Find percels within an assembly district
Find parcels within an assembly district - Find parcels within an assembly district

. Find parcels within an assembly district
. |Find parcels within a city Assembly District 4|
' |Find parcels within a community council s
Find parcels within a fire service arsa
! Find parcels within a road service area
Find parcels within a special service area

| Find parcels within a subdivision

To find a code for a specific boundary, click on “Layers” located in the top right of the app.
Click on Community Councils to expand it. Each boundary has a numerical code associated

with it, in parentheses. Go back to the By Value window and choose the Assembly District
from the dropdown.

| Layers Q=
Assembly Districts
City Boundaries
Community Councils
Caore Planning Ares
Fire Service Arsas
Road Service Areas

Community Councils wee

Special Service Areas

BIG LA(
Voting Precincts aee

BUFFALD MINE/SOAPSTOMNE (24)

Waterbodies M3B

BUTTE(5)
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MSB Mailing List Application Instructions - New

3. After you hit Search the Results window will open. You can now see a list of the
selected parcels. The results also appear in the attribute table at the bottom of the screen.

Festures selected: 6555
1002000L001
General Ownership: PRIVATE
Owner 1: REAGAN LORETTA
Legal Description: ASPEN HTS EST LOT 1

O s,

ng Address Line 2: 1851 W GLACIER AVE
WASILLA (

ng Address Cii
ng Address 5t
Mailing Address Zip: 99654
1002000L002

General

ership: PRIVATE
ARAFAELZ JR £
2: RUKOVISHNIKOFF JESSICA M MATA

Click the ... to export the list of parcels to a .csv file for use in Excel.

Feetures selected: 653

0

1002000L001

General Ownership: PRIVAT 24 Zoom to
Owner 1: REAGAN LORETT/

Legal Description: ASPENH 41 Panto

O Subdivision Number: 1002
w-  Flash

L

Save to My Content

View in Attribute Table

General

wnership: PRIVAT

: Statistics...
Owner 1- MATA RAFAEL Z JI f To clear the selection, click on
Owner 2: RUKOVISHNIKOF? w3 .
*m Show Relates “Clear Results”, or leave it
s Exportto CSVill : temporarily and start a new
@ Mailing List. An existing list will
X Clear Resulis be removed when creating a
new list.
200 > Clear Selected Result
07 61.600 Degrees

The results stay in the Results window and the Layer List until they are removed or
another search is performed.
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MSB Mailing List Application Instructions - New

73 -
el
S =
<
| o] A
E tavers Q -_7
m Search Results: Parcels Points wee
@ by ahape B alue By Spatia Results OPar:esPD"‘.s
Features selected: 2570 wes
1159000L00A
General Ownership: PRIVATE Aszembly Districts s
Owner 1: APD HOUSING PARTNERS 18 L P
Legal Description: DAHLIA LOT A City Bounderies wee
Community Councils see
i | Core Planning Ares ™
Mailing Address Zip: 98109-1240
1164000T00B Fire Service Areas
General Ownership: PRIVATE R .
Ow RESIDG BISHOP OF CHURCH O8G0 aErvice Arsas b
Owner 2: JESUS CHRIST LTR DAY SNTS .
Special Service Areas we
A ]
& - Voting Preciners
n Degrees & g oting Precin

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

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 (in Word) = the 6-step
method to add names and addresses from a spreadsheet to printed letters and/or
envelopes.)
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MSB Mailing List Application Instructions - New

OPTION 2 - Mailing list for parcels within a distance from parcel(s), road(s), lake,
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.

- Q

3. Choose By Shape from the Create Mailing List window.
e Select the layer for which you want to find information from

e If you want to buffer a selection, check the Buffer Graphic button and set the buffer
distance you want to use.

e Choose the Polygon selector to roughly trace a parcel(s), lake or project area;
e Choose the Line or Polyline selector to roughly trace a road or trail;
e Click Apply

BEaE e
e [#]
®

Search layer

",
1

Subdivisions -

Subdivisions

Parcels

Parcels Points
=

a

Add sasrch tolars

E Palrmor-Wasilla. Hwy- @

After you hit Apply the Results window will open. You can now see a list of the selected
items. The results are also shown in the attribute table at the bottom of the screen.

’\:[‘ o
-

[4]
®
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MSB Mailing List Application Instructions - New

Feetures selected: 3
BRENTWOOD EST
REC _DIST:P
LOKT SUBNUM: 51664
MERIDIAN:S

TWP_NS:N

RANGE NUMBER: 01
RNG_EW-E

SECTION NUMBER: 03
GRIDNAME: WA

GRID NUMBER: 10
COVENANTS: Y

M5B PLAT |

&

v g

400ft

TOWNSHIP NUMBER: 17

IMBER: 1979 3

wer-La
Iasilla-Hwy-
o
o e |'e | @
Q

~M [B

X

Click the ... to export the list of parcels to a .csv file for use in Excel

Zoom to
Pan to
Flash

Save to My Content
L To clear the selection, click on
Statistics...

“Clear Results”, or leave it
View in Attribute Table

Export to CSV file &—

Clear Buffer

temporarily and start a new
Mailing List. An existing list will be
removed when you make a new
selection

Clesar Results

The results stay in the Results window and the Layer List until they are removed or the MSB
Mailing List Application is reopened.

-H

é@u - - © ~ 5 L e
Gl =
z [o] (o]
° Layers Q=
@ @
Q
9] Search Results: Subdivisions e
- (o]
A o o © D Subdivisions
@ @ o ot
o ?gﬁ‘ai ] Physical Site Addresses
E Wayfiower %
ower Ln
E MayﬂE palmer: wasillaHwy ® Assembply Disrics
Q
City Boundaries
Community Councils
Lo} o] L[]
1 Q ' Core Plennina Aree

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

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 (in Word) = the 6-step
method to add names and addresses from a spreadsheet to printed letters and/or envelopes.)
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MSB Mailing List Application Instructions - New

OPTION 3 - Mailing list for parcels within a subdivision(s).
1. Open the MSB Mailing List Application.
To find the subdivision number(s), start with 2. otherwise start at 3.
2. Find the 4-digit subdivision code(s) - there are several ways to accomplish this:

a. Click on a parcel and the subdivision number will show in the pop-up. (note: you
may need to click thorough the pop ups using the arrows at the top)

w @ @ ST

)
‘Q,, o
® - ol 2
(20of2) « Mx
Sul:clivisicé: S?aﬁ
[6) NEW WSLLA ARPRT ADD
.

Q7 oo
P [
= N
@ Q Zoom to «se [
@ s
]

b. Choose By Shape from the Enhanced Search window with Subdivisions selected.

= Choose the Point selector to select a single item.

. Choose the Polygon selector to roughly trace a parcel(s) or project area.
. Choose the Line selector to roughly trace a road or trail.

. Optionally, set the buffer distance you want to select from

. Click Apply

Search layer

)
|

Subdivisions
Select features by

NN = @ £

Eneble mult-part graphics

Add search tolerance to point selection
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c. After you hit Apply the Results window will open. You can now see a list of the selected
subdivisions. The subdivision number is in bold (circled in red below)

Festures selected: 7

:
D RECTT ER.1976 39

SUBDIVISION NAME: OUTER SPRINGER-WDS

1980 76

V - MOUNTAIN VW EST
4749 x
RECORDING NUMBER: 1998 65
SUBDIVISION NAME: MOUNTAIN VW EST Il RSB B/4 L/
4847 x

SUB

1999

'E: SKY RNCH AT PNR PK ADD 1

e. Click the ... to export the list of subdivisions to a .csv file for use in Excel if the list is too
long to write down or screenshot.

Features selected: 7 @

1228

I RECORDING NUMBER: 197; i Zoomto
SUBDIVISION NAME: OUTE
.'1 Pan to
b ‘. Flash
::"?O-'?O' M) Sssve to My Content s
] . To clear the selection, click on
o : Statistics... . .
4847 “Remove this result”, or leave it
D " E View in Attribute Table 4 .
U = temporarily and start a new
[ Exportto CSVfile ™ Mailing List. An existing list will
% Clear Buffer F not affect creating a new list.

Clear Results

The results appear in the Results window and the Layer List until they are removed or a
new search is performed.

n I T LN T | T
| HEE
Douu
Layers Q=
q
Search Resuls: Subdivisions ses

D Subdivisions
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MSB Mailing List Application Instructions - New

2&a8rch Farcels roints lay'er

Search glias

Find percels within a subdivis

|

Festures selected: 119

2232B01L002

2232B01L003

Gener. rship: PRIVATE

on

M0 e e

After you hit Apply the Results window will open.

ON JULIANNE

cription: MONTE VIS

Enter the subdivision number(s) and click Apply.

With your subdivision list, move on to the Find parcels within a subdivision(s) search.

3. From the By Value section of the Enhanced Search, select the Find parcels within a
subdivision(s) search.

You can now see a list of the selected parcels.

BLOCK 1 LOT:

Last Updated: 6/14/2022
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MSB Mailing List Application Instructions - New

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

Festures selected: 119 @

2232B01L002
General Ownership: PRIVAT 24 Zoomto
Owner 7: NYE THOMAS MIC

."i Pan to

Legsl Description: MONTE

O Subdivision Number: 2232
) ‘w>  Flash

[®] Save to My Content
Ma Z Statistics...
2232BO1 LO03
General Ownership: PRIVAT

View in Attribute Table

Owner 1: GLEASON JULIAN

Legal Description: MONTEN 1, Exportto CSV file (

.

|~ Export Search URL 4
!
| THnd »  Clesr Buffer
o 400ft
177 61.604
% Clear Results

The results stay in the Results window and the Layer List until they are removed or the MSB
Mailing List Application is reopened.

Q ; ‘; . =200 o 2 ,@foo @ e|w® ol® °
g e L S’ g i A Q)] Oo@w‘;’o@@@ g ®w|® ° ¢ Layers aw
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i i o OOOO%DC’f ol oW ® (©) ° MEYS °
5 S & W“)\VQO % Joo /PN ©)/® 2 ° ° °
KIS AN 7% Q| e Fis Sl ey B
0| 0\o ] o° ° @n%'bﬁ%,@@g ©©gg [Clwryy; oo o g 3 o
S %we ONGa (O ° °
i o s X@ @\ @ [@f@s /% N
% X ® 4 ®
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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 (in Word) = the 6-step
method to add names and addresses from a spreadsheet to printed letters and/or envelopes.)
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OPTION 4 - Spatial Search & Adding/Removing Features
This section will focus on the By Spatial window inside of the Enhanced Search tool.

or the By Spatial tools.

The instructions will cover two scenarios:

A. Select a parcel, buffer the parcel, add or remove other parcels to the result.

x]-]]
1. Open the Enhanced Search window and choose Ery———
the By Shape tab. Select the Parcels layer and

choose the Point selection method. Click on the
desired parcel.

Search layer

Selectfestures by
D N N m e £

[] Enesle graphics

[ Buffer Graphic

2. Select the By Spatial tab of the Enhanced Search and input a buffer distance
and click the buffer symbol next to the units dropdown.

Example below shows a single parcel with a 150’ buffer.

S Glacier Dr-

3. Choose Parcels in the Search features of window. Then select the center option of

—
Enhanced Search x w

By Spatial
Optonally apply a search distance:

Clear Buffer

3
Search features of:
‘ = ‘i‘
Using ene of these spatiel reletionships:

e

To use the spatial search, you will need to have a feature selected, either by using the By Shape

A. Select a parcel, buffer the parcel, add or remove other parcels to the result.
B. Select a parcel, buffer the parcel to select any subdivisions in the vicinity, select
all parcels in that subdivision, manually add parcels that have been missed.

the spatial relationships, intersected by. On the window that pops up, choose Buffer.

Last Updated: 6/14/2022
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4. The results pane and attribute table will now show all of the parcels intersected by the
150' buffer surrounding our parcel of interest.

5
= 3
o @ o 5/ ©®°h © ©
@ o o (0] @
Festures selected: 12
1664B15L008 £ Fortage Or
General Ownership: PRIVATE @ ¢ o
BLOCK 13 g o
<] =
<
¢ \® o
MALING A e
MAILING_ADDRI ur
— agﬂ
) o © L © o
MAILING_ADL 1P & \ ®
16648151007 (o] ©
G ye d o ¢
BLOCK 11
(0] Q
Q
~ - (o) o

5. To manually add a parcel to this selection group, go to the By Shape tab and choose
Parcels from the dropdown. Click on the button to the right of the Parcels dropdown
and choose Add to current results. Select parcels with any method you prefer from this
tab and they will be added to your results.

Search layer

-

([}

Parcels

o

reate new results

i) |

Select features by -

C
=Y Add to current results
R

v NN m 9 K E

emove from current results

Q
Eneble multi-part graphics @
\ ) @ Q Gor
Add search tolerance to point selection

i
it}
i
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desired parcel.

1. Open the Enhanced Search window and choose
the By Shape tab. Select the Parcels layer and
choose the Point selection method. Click on the

B. Select a parcel, buffer the parcel to select any subdivisions in the vicinity, select all
parcels in that subdivision(s), manually add parcels that have been missed.

Search layer

[
4

Parcels
Select features by

NN w9 K

Enable multi-part graphics

Add search tolerance to point selection

2. Select the By Spatial tab of the Enhanced Search and input a buffer distance
and click the buffer symbol next to the units dropdown.

Example below shows a single parcel with a 150" buffer.

o

spply & search distance: 2

’ Clear B T e O
@ Py e

3. Choose Subdivisions in the Search features of window. Then select the center
option of the spatial relationships, intersected by. On the window that pops up,
choose Buffer.

Cptionelly apply @ search distance:

150 | Femt F 3 f ~noosE

¢ x
Search features of |
t Do you want to use the Buffer Graphics
Subdivisiens (' or the Selection Graphics? x
Using one of these spisl relacigaglips \ Usa
L i

Last Updated: 6/14/2022
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Now we want to select all of the parcels inside of these subdivisions. We could use the the
By Value window and enter the subdivision numbers in, but instead, we will use the By
Spatial option again.

4. On the By Spatial Tab, apply a small buffer, (5 feet or so). This will ensure that the
subdivsion boundary fully captures the parcels inside of it.

By Shape By Value By Spatia Results

Optionslly apply a ssarch distance:

Clear Buffer
5 Fest |
|

Search features of:

Subdivisions

Using one of these spatial relationships:

&%= |

5. Select Parcels in the Search features of dropdown. Then choose the first option on
the spatial relationships, Entirely contained in. Click Buffer on the pop-up

Enhanced Search
By Spatial
Optonelly apply & search distance:

5 Feet
- CEThe

Search features of:

Clear Buffer

‘ Parcels

i

This will create a selection of all of the parcels inside of those subdivisions. If you want to
add or remove parcels from this selection, go to the By Shape tab and use the button to the
right of the search layer.

— =y

Search layer | ]

@ -
[Z) Create new results
[5 Add to current results

) AN ~N - [ ] K memove from current resul

Parcels

Select features by
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Mail Merge (in Word) - 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 8
2 |secon inc 240 W 6ETH AVE % COLASKA INC ANCHORAGE AK 99518[JONZ ARON J 2198 W MORRISON €T %
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 A 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 o} E F G

1 |OWNER_1 MNAME_2 Mailing_Address_Line_A Mailing_Address_Line_B Mailing_Address_Cit Mailing_Address_State 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 126500 AMNCHORAGE AK 99519-6900

4 |ALASKA STATE OF DEPT OF TRANS & PUB FAC PO BOX 196500 AMNCHORAGE 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 B71395 WASILLA Ak 99687-1395

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

10 |COLASKA INC 240 W 6BTH AVE ANCHORAGE 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: 8/6/2021 Page 15 of 28



MSB Mailing List Application Instructions - New

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
21 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...

F ER Typea Mew List...
]

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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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... JUBMll ALASKA STATE ... | DEPTOFTRAN... [POBOX 196900 |  [ANCHO
Cadastral_Parce.. | ALASKASTATE.. DEPTOFTRAN.. PO BOX 196900 ANCHO
Cadastral_Parce.. [¥ JONZ ARON) 2192 W MORRI... % WILLY RENSE... GRAND
Cadastral_Parce.. |~ JONZ ARON) 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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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 ? x

Insert:
(O) Address Fields (® Database Fields

Fields:

OWMER_1
MAME_2
Mailing_Address_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.

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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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

Pp b
Finich & E:E'# Print Du:-:umEl'ds._..)
Merge- [

Edit Indridual Documents...

Send Email Messages...
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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

E1 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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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

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.

T >

Find Duplicates
1

include in your merge,

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 W MORRISON CT %1
< ) - - >
Data Source Refine recipient list
Cadastral_ParcelsPt_1495.x1s) 2| sort..
17 Eitter...
0 Eind duplicates...
[7) Find recipien
D Validate addresses...
QK
VIRV N S
? X

The following entries appear to be duplicates. Use the checkboxes to select the entries you want to

Data Source

Cadastral_Parce...

Cadastral_Parce...

Cadastral_Parce...

Cadastral_Parce...

B N I A

Cadastral_Parce...

OWMER_1 NAME_2 Mailing_Addre... Mailing_Addre.. Mailing
ALASKA STATE.. DEPTOF TRAN.. PO BOX 196900 AMNCHO
[ ALASKA STATE . | DEPTOF TRAN... [ PO BOX 106000 | | ANCHO
ALASKA STATE .. DEPTOF TRAN.. PO BOX 196900 ANCHO
JONZ ARON J 2198 W MORRL.. % WILLY RENSE.. GRAND
JONZ ARON J 2198 W MORRL.. % WILLY RENSE.. GRAND
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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 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 «OWMER_1»

«NAME_2»

«Mailing_Address_Line_A»
«Mailing_Address_Line_B» H
«Mailing_Address_Cit\,rnf(_i‘Mailing_Address_State»A;
«Mailing_Address_Zip» = D 5;0

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

[73' 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 Geographic Information Systems
& el 350 East Dahlia Avenue * Palmer. AK 99645
BN o Phone: 907-861-7858

ama

Web: www.matsugov.us

\

f% MATANUSKA-SUSITNA BOROUGH
T Sy, :}'.

*

F.

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 @ MNormal Word Document
Merge - =

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 7 *
Mame 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

7. Click the Edit Recipient List button.

4

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

Mail Merge Recipients

Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

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,

Data Source

Mailing_Address_Ling... - | Mai »

Cadastral_Parcels... [JEIN 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 196900
Cadastral_Parcels.. [¥ CPD ALASKALLC 201 ARCTIC SLOPE AVE
Cadastral_Parcels.. [¥ CONQUEST PARKLLC 2815 CONQUEST CIR
Cadastral_Parcels.. [¥  ALASKA STATE OF DEPT OF TRAMS & PUB... PO BOX 196900
Cadastral_Parcels.. [¥ TODD PROPLLC PO BOX 871395
Cadastral_Parcels.. [v JOMNZ AROM ) 2198 W MORRISOM CT %)\ o
T R N
Data Source Refine recipient list
Cadastral_ParcelsPt_1495.xlss 2] sort...
T Eilter...
%9 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

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.. DEPTOF TRAN.. PO BOX 196900 AMCHO
Cadastral_Parce... [Nl AL ASKA STATE ... | DEPTOF TRAN.. [POBOX196000 | | ANCHO
Cadastral_Parce... | ALASKASTATE.. DEPTOF TRAN.. PO BOX 196900 AMNCHO
Cadastral_Parce.. [¥ JONZ AROM J 2198 W MORRL.. % WILLY REMSE... GRAND
Cadastral_Parce.. | JONZ AROM J 2198 W MORRL... % WILLY REMSE... GRAND

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»
A A

e 5
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...

FW T TP 20

N 4 PE d
W g
|
Nov 1, 2017
Nov 1, 2017
BUNNY EASTER Nov 1,2017
FAMILY TRUST STATE OF ALASKA
8596 N SKIP CIR DEPT OF NATL RE{ KELLIE JON
APT 8 STE 1050A ‘ 6958 N SKIP CIR
550 W 7TH AVE WAS]LLA, AK 9965¢

WASILLA, AK 99654

This letter is being sent tc

Blah, blah, blah....

For more information, pl¢

https://www.matsugov.us

Sincerely,

Name
Some division

ANCH, AK 99501

This letter is being se
Blah, blah, blah..... |

For more informatior

https://www.matsugg
Sincerely,

Name

Some division

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

For more information,

https://www.matsugov

Sincerely,

Name
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