Generating Mailing Labels from U.S. Bankruptcy’s Court Matrix
Using Microsoft Word 2003

This document will demonstrate how to save the mailing matrix and generate
mailing labels using Microsoft Word’s mail merge feature. You can use this method
when you find the PDF labels do not print correctly on your label paper stock.

First you must save the court’s matrix on your computer. To do this, perform the
following steps:

1.

Log into the ECF system using the court assigned login and your password.
Once in the system, click on the ‘Reports’ menu item from the blue menu
bar. From the reports section of ECF, click on *‘Mailing Matrix’ as shown
below:
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From the Mailing Labels by Case screen, type in the case humber, choose the
case participant type, creditor types or ‘All’ for all case participants. Before

clicking on the Ne>ft| button, select ‘Raw format’ from the Print format list box.
You may now click on the NE><T| button to display the mailing matrix.
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Your mailing matrix will be displayed on the screen in raw format, meaning
each field of the name and address are separated by a pipe symbol ( | ).

This file can now be saved and imported into Microsoft Word as a mail merge.
To save the file, select Edit, Select All from the browser menu bar or hit Ctrl-
A. This will highlight the text of the address. Now you can copy the contents
by selecting Edit, Copy from the browser menu bar or hit Ctrl-C. This
information you just copied will now be imported into Microsoft Word.
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Open Microsoft Word so the contents you just copied can be imported.
Within a blank document, paste the contents of the address file by selecting
Edit, Paste from Microsoft Word’s menu bar or hit Ctrl-V. Once the contents

are pasted, you will now save the file as a .txt file to be used in the mail
merge.

Save the file by selecting File, Save from Microsoft Word’s menu bar or hit
Ctrl-S. Within Microsoft Word’s Save As dialog box, type in a file name for
the matrix and select a directory to save the file into. Before selecting Save,
you must choose .txt as the type of file to save. Click the drop-down arrow

next to the ‘Save as type:’ selection box. Select ‘Text Only (*.txt)" Now you
may click the Save button to save your matrix file.
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When saving the file as a ‘Text Only’ file, you may receive an information
dialog box from Microsoft Word like the example below.

File Conversion - test.ixt

CrmsD0os () Other encodings:

Options:
[ insert line breaks

End lines with: [CR /LF .
. - ‘Western European (Windowss)

[ Allow character substitution

Preview:

03-33352-MER|AMENDED CREDITOR'S MATRIX n re Simpson (3 35352 -~
MER | | |

|

03-35352-MER|API Fire Alarm Systems [7020 5. Tucson Way

[Centennial, Colorade 80112 | |

03-33332-MER |Allied International Credit Corp. [2101 W. Peoria, Ste, 120

[Phoenix, AZ 85020-4023 | |

03-33332-MEF.|AnaPath Diagnostics Inc. P.O. BOX 203

[Cheyenne, WY 82003-0203 | | [1]

i" T — I [ Cancel ]

Click on the Windows (Default) button and OK if presented with this
dialog box.

6. The next step is to create a mail merge file within Microsoft Word. From
Microsoft Word’s menu bar, select Tools, Letters and Mailings. Next be sure
the Show Mail Merge Toolbar is checked and select Envelopes and Labels....
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7. You will be presented with the Envelopes and Labels screen. Click the
New_Document button on the right.
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8. Next you will choose the Main document setup from the toolbar.
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9. From the Main Document Type choose Labels. Click OK.
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10. Since you elected to create Labels, you will now be presented with the
Label Options dialog box. Scroll through the various labels until you
find the labels you will be using for this matrix. Select the label and
click on the OK button.
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11. You may receive the following informational message. Click OK.

. ' E In order to apply the selected label options, Word must delete the current contents of Labels3. Any unsaved changes to this document will be lost.

E 0K i lCanceI]

12. Once you select your label format, you are ready to open the data
source from the Mail Merge Toolbar select Open Data Source.
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13.

Select Data Source

Go to the .txt file you earlier saved your mailing matrix and select the file,

and open.
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Your document screen will look similar to this!
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14. From the Mail Merge Toolbar select Mail Merge Recipients as shown.
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15. You will get a Mail Merge Recipients screen like the one below. Make
sure all the addresses you want are checked on the left hand side, and then

click OK.

Mail Merge Recipients d P
To sort khe lisk, click the appropriate column heading. To narrow dowvn the recipients displaved by a
specific criteria, such as by city, click the arrow next to the colurmn heading.  Use the check boxes or
buttons to add or remove recipients From the mail merge.

List of recipients:
| » .| > addresst | | addressz | v casen... | ¥ Addresss | *] addre =
AMEM... [InreSimpso.. | . [033Esge-. | [ |
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Bart B... 1775 5Sherma... 31stA. . 03-35352-...  Denwer, CO ..,
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|7|I Canita...  Shaddos. Cn...  1PSOM.F. ... N3-35357-. .. San Ankanin. . .. ﬁ
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16. Next from the Mail Merge Toolbar select the highlighted button Insert
Merge Fields.
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17. A list of the fields in the matrix file will be presented. Click on the Name
field and Insert. The <<Name>> field appears in the document. Repeat the
above for each of the remaining six (6) fields. Then close the Insert Merge
Fields box.
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Your document now shows the merge fields. Place new lines between the
address fields.
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18. On the Mail Merge Toolbar click View Merged Data. The first cell is filled
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19. On the Mail Merge Toolbar click Propagate Labels as shown. You should
now see all labels filled in.
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20. You may now click on File, Save or hit Ctrl-S to save the label merge file.
Select a directory and a filename and click on Save to save the file.



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12

