Create Lake Mailing Lists Ttoscow
Part 1: Get the Mailing Address Excel List Ol WATER
STEP 1 - Itasca County Parcel Info Website

Go to: https://parcelinfo.com/parcels/

m ltasca County Parcel

. Wed, Feb 25 2028
Information System ParcelnfoData Do February 21,2025
. i ‘CRV Info Data Date: February 21, 2026
MWM Payment De:ail D:t: D;he: Febru :g 21,2026

=

—

Parcel Information CRYV Information Lake Finder FAQ Request Info

Parcel Information Search Tools

For ITASCA County

Search for parcels by entering your criteria in one of the appropriate search parameters and click its
ubmit button. Note: You can only search by one parameter at a time with this tool.

Enter the Last Name of the Owner you want to search for (please enter
at least 3 characters):
| | [ cetResults |

Enter the PARCEL ID # that you want search for. NOTE that the format of

Click Here for Tips on
Owner Search

STEP 2 -Find your Lake ID #
1. You need to know your 8-digit Lake ID number (ex: 31033900)

o Go to https://www.dnr.state.m n.us/lakefind/index.html and search your lake hame

o OrGoogle “MN DNR Lake Finder”, which will bring you to the same website above.

LakeFinder

LakeFinder is an online tool that finds and displays detailed information about most lakes in Minnesota.
Information available includes fishing regulations; location; water access sites; lake maps; lake reports on

stocking, ice in/out and water quality; fish consumption; and aquatic plant s for
desktop and mobile devices. .
. Pickerel 31003300 Cooley Itasca
Find a lake
LakeFinder contafli8 o Pickerel 31075200 Suomi Itasca
Lake . and rivers throug|
Namenp: ke surveys, ake depl%  Pickerel — 31033900 Effie Itasca )
oo water clarity datajlake
guidance; Unnamed 31012800 Stevenson Itasca
County: Any County & Buyla Iicensfa ] ‘
Available online. ltph - Dam Five 38005300 Isabella Lake
Get lake data On a mobile devje?
Go to the LakeFinflerr  Pickerel 38074100 Ely Lake
Two Deer 38067100 Isabella Lake
Pickerel 56035100 Dent Otter Tail
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STEP 3 - Back to the Parcel Website, Choose your Lake

1. Click the dropdown list under the “Choose the Lake you want to search” box.

2. Ifthere are multiple lakes with the same name, use the Lake ID # from Step 2
(above) to choose the correct lake.

3. Onceyou’ve chosen your lake, click “Get Results”

| ltasca County Parcel
~! Information System

S asca County's Wen site

Wed, Feb 25, 2026

Parcel Info Data Date: February 21, 2026
CRV Info Data Date: February 21, 2026

Payment Detail Data Date: February 21, 2026
emmmmes
Parcel Information CRV Information Lake Finder FAQ Request Info

Parcel Information Search Tools

For ITASCA County

Search for parcels by entering your criteria in one of the appropriate search parameters and click its
submit button. Note: You can only search by one parameter at a time with this tool.

Enter the Last Name of the Owner you want to search for (please enter
at least 3 characters):

| | | GetResuls |

Click Here for Tips on
Owner Search

Enter the PARCEL ID # that you want search for. NOTE that the format of
the number is 00-000-0000:

| | | cetResuis |

Click Here for Tips on
Parcel Number Search

Choose the Lake that you want to search:

PICKEREL (31033900) @/e found 786 options
RS

Not Sure Which Lake
Click here fo get lake
information. (Opens in New
Window)

Choose the Plat that you want to search:
| v || Get Results |

Enter the Section, Township and Range # that you want search for.
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STEP 4 - Download the Parcel Data
1. Click Download This Data. Save this file to your computer.
2. Suggestion: Save/rename the file- example: Pickerel Address List
@ %E i‘ Itasca County Parcel
. Wed, Feb 25, 2026
) ! Information SyStem Parcel Info Data Date: February 21, 2026
’ CRV Info Data Date: February 21, 2026
ltasca Countys Wep St oo o Do el eman 21 202
Parcel Information CRYV Information Lake Finder FAQ Request Info
You searched for: lakenumber = 31033900
Your search yielded 58 records.
If you would like to work with this data in your spreadsheet program, just click the"Download” button in the upper right hand corner of the table.
The data will be presented in a Comma Separated Value ("csv") format, which can be imported by any spreadsheet program
( Download This Data ) Click on a highlighted column heading to sort your results by that column.
Click a row to highlight it, double click to unhighlight it.
Parcel 1D Tax Class Owner's Name Address 1 [ Addressz Address 3 |Acres|Land Building|Total
10-225-1202 |[Rural Vacant Land POWELL, JEFF (66789 N PIGKEREL RD | [EFFIE MM 56639 041 |[13700 |[o 13.700
102251203 ||Rural Vacant Land POWELL, JEFF (66789 N PICKEREL RD | [EFFIE MN 56639 114 |[43,100 ][0 43100
10-225-1204 |[Non-Homestead Qualifying Single Res Unit POWELL, JEFF 86789 N PICKEREL RD ‘ EFFIE MN 56639 125 ‘ 61,200 @0,200 351,400
10-225-1205 |[Rural Vacant Land RYLANDER, CARL V & LESLEY A [TRUSTEES ‘ 3385 DISCOVERY RD APT 200||[EAGAN MN 55121-3308 1221 ‘E 74,300
10-225-1305 |T?|Ia\ ‘Vacant Land |VORLAND, GALEN & SHEILA 66633 N PICKEREL RD ‘ EFFIE MN 56639 029 ‘ 8,300 rﬂ 8,900
10-225-1306 |[Rural Vacant Land |VORLAND, GALEN & SHEILA 66633 N PICKEREL RD ‘ EFFIE MN 56639 0.78 ‘ 22,600 ||0 22,600
10-225-1307  ||Residential 1 unit |VORLAND, GALEN & SHEILA 66633 N PICKEREL RD ‘ EFFIE MN 56639 26 ‘ 101,400 | 308,200 410,600
10-225-2100 mon-Domm Seasonal Residenfial Recrealmnaﬂ GREER. JEFFERY W & KELLY D ‘ 19200 CEDAR FOREST RD ‘ EDEN PRAIRIE MN 55347 24.41 ‘ 89,900 US,SUU 106,400
10-225-2100 ||Rural Vacant Land ‘ GREER. JEFFERY W & KELLY D ‘ 18200 CEDAR FOREST RD ‘ EDEN PRAIRIE MN 55347 24.41 62.400
102252300 |[Homesteaded Resort DUNLAP. JAMES M TRUSTEE 5780 MEADOVVIEW DR [WHITE BEAR TWP MN 55110 17.4_ |[320,600][10,000 |[330.600
102253101 |[Residential 1 unit KOESTER, JOHN G (66617 N PICKEREL RD EFFIE MN 566396111 025 |[61,300 |[0 /61300
e e ———— e et
B W 1N osor = view aas
O MName Date modified Type Size
v Today
|Hi:ﬁ Pickerel Address List 2/25/2026 &:54 AM Microsoft Excel C... 9 KB
p parceldata (8) Microsoft Excel C... KB
~ Yesterday
2026-2027 WM Lakes (1) PMG File 4828 KB
UMGR. IWM Stream Sites PMG File 1,541 KB
2026-2027 IWM Lakes 2, PMG File 4826 KB
v Last week
[P L . . P oo o o L . = PR
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STEP 5 - Excel List Cleanup

The downloaded data usually isn’t perfect for creating labels, so a little organizing is
needed. This isn’t difficult, but can be a bit tedious...

1. To make it easier to see the data, make the excel columns wider, mainly the three
address columns- Double click the lines between the top column cells.

& TUTIL & AT

Jx Parcel ID

iOwner's N AddressI™Rddress 2Rddress eeded Ac Land Valu Bui

i POWELL, ) 66789 N PIEFFIE MN 0.41 13700
i POWELL, ) 66789 N PIEFFIE MN 1.14 43100
POWELL, ) 66789 N PIEFFIE MN 1.25 651200
Columns are wider now!
ETGER [——
[ Font [ Alignment [ Mumber [

_,fr Parcel ID

C D E F G H
assi Owner's NAddressl Address2 Address3 Deeded AcLand Valu Bu
WVaci POWELL, ] 66789 N PICKEREL RD EFFIE MN 56639 0.41 13700
WVaci POWELL, ] 66789 N PICKEREL RD EFFIE MN 56639 1.14 43100
Hom POWELL, ) 66789 N PICKEREL RD EFFIE MN 56639 1.25 61200
WVac: RYLANDER TRUSTEES 3385 DISCOVERY RD APT 200 EAGAMN MM 55121-3308 12.21 74300
THEERTA TR S TR TS S s NSRS ey i
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2. Move City, State, and Zip cells from Adress2 to Address3 column. Highlight the
cells you want to move, then drag those cells to the next column. Don’t drag the
cells that have the number and road name, they’re fine remaining here.

o **If a“There’s already data here” warning box pops up when you move the
cells, click “OK”. It may give this warning for all of the moves in this step.
e Continue moving all City, State, and Zip cells in the Adress2 column to the

Adress3 column.

Insert Draw  Page Layout Formulas Data Review View Automate Developer Help  Acrobat

— W - . - | 3

Aptos Nammow “11 ~ A A 25 Wrap Text General - @ @ Normal Bad E
y o~ — - =

I U~ & A =] Merge & Center  ~ $-% 9 % Cnndm_onal Formatas gooq Neutral I
bnat Painter Formatting~ Table ~ L
d ] Font ] Alignment ] Number ] Styles
fx EFFIEMN 56639

B C D E F G H 1
[x Classification Owner's Name Address1 Address2 Address3 Deeded Acres Land Valu Buildingg
ral Vacant Land POWELL, JEFF 66789 N PICKEREL RD EFFIE MN 56639 0.41 13700
ral Vacant Land POWELL, JEFF 66789 N PICKEREL RD EFFIEMN 56639 ——> 114 43100
n-Homestead Qualifying Single POWELL, JEFF 66789 N PICKEREL RD EFFIEMN 56639 1.25 61200 2902
ral Vacant Land RYLANDER, CARLV & LESLEY A TRUSTEES 3385 DISCOVERY RD APT 200 AN MN 55121-3308 12.21 74300
ral Vacant Land VORLAND, GALEN & SHEILA 0.29 8900
ral Vacant Land VORLAND, GALEN & SHEILA 0.78 22600
sidential 1 unit VORLAND, GALEN & SHEILA 26 101400 3092
n-Comm Seasonal Residential GREER, JEFFERY W & KELLY D 24.41 89900 165

Page Layout  Formulas Data Review \iew  Automate Developer Help  Acrobat
Beos Marrow v||1'| V| A oA = = = '2\%‘ ~ EE} Wrap Text |Genera| v.| ﬁ
Iy~ - = = = = 3= Merge & Center  ~ 4~ 9% 9 i -8 Conditional
Formatting ~
Font ] Alignment ] Number I
EFFIEMN 56639
C D E F G H
fName Address1 Address2 Address3 Deeded Acland
JEFF 66789 N PICKEREL RD EFFIE MN 56639 0.41 13
JEFF 66789 N PICKEREL RD FFIE MN 56639 1.14 43
JEFF 66789 N PICKEREL RD EFFIE MN 56639 1.25 61
R, CARLV & LE TRUSTEES 3385 DISCOVERY RD APT 200 EAGAN MN 55121-3308 12.21 74
D, GALEN & 5H 66633 N PICKEREL RD EFFIE MN 56639 0.29 8
D, GALEN & SH 66633 N PICKEREL RD EFFIE MN 56639 0.78 22
D, GALEN & SH 66633 N PICKEREL RD EFFIE MN 56639 26 101
FFERY W & KES200 CEDAR FOREST RD EDEN PRAIRIE MN 55347 2441 89
FFERY W & KE9200 CEDAR FOREST RD EDEN PRAIRIE MN 53347 24.41 62

el e b b

el
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3. Inasimilar process, move all Number and Street cells from Address1 to Address2.

e Continue this for the entire list.

fx 66789 N PICKEREL RD

C ] E F G H
ssiOwner's NAddressl Address2 Address3 Deeded Ac Land V4
aci POWELL, §66789 N PICKEREL RD EFFIE MN 56639 0.41 137
aci POWELL, J66789 N PICKEREL RD _') EFFIE MN 56639 1.14 431
bm POWELL, §66789 N PICKEREL RD EFFIE MN 56639 1.25 612
aci RYLANDEF TRUSTEES 3385 DISCOVERY RD APT 200 EAGAN MN 55121-3308 12.21 743
aci VORLAND, 66633 N PICKEREL RD EFFIE MN 56639 0.29 89
aci VORLAND, 66633 N PICKEREL RD EFFIE MN 56639 0.78 226
hti: VORLAND, 66633 N PICKERELRD EFFIE MN 56639 26 1014

66789 N PICKEREL RD

C D E F G H

s Name Address1 Address2 Address3 Deeded Ac Land
L, JEFF 66789 N PICKERELRD EFFIE MN 56639 0.41 13
L, JEFF 66789 N PICKEREL RD EFFIE MN 56639 1.14 43
L, JEFF 66789 N PICKEREL RD EFFIE MN 56639 1.25 61
DER, CARLV & LETRUSTEES 3385 DISCOVERY RD APT 200 EAGAN MM 55121-3308 12.21 74
D, GALEN & SH 66633 N PICKEREL RD EFFIE MN 56639 0.29 8
D, GALEN & SH 66633 N PICKEREL RD EFFIE MN 56639 0.78 22
D, GALEN & SH 66633 N PICKEREL RD EFFIE MN 56639 26 101

Tttt ad s AT LD VI IR P Al o Ca Ve VW ot a W s Ml t Ll il 2 T Y [l et A TR R LT Ll W DU =t ¥ ) LY o
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4. You should end up with a list that has Owner’s Name in column C, additional

CONSERVATION

DISTRICT

names/Trustees in column D, number and street name (or PO Box) in column E, and
city/state/zip in column F.

e Thisis agoodtime to delete the entire row for duplicate names and public
owners (like State of MN, Federal, County/Tax Forfeit, etc...)

ral VaciVORLAND, GALEN & SHEILA

ral VaciVORLAND, GALEN & SHEILA
sicenti: VORLAND, GALEN & SHEILA
n-Comi GREER, JEFFERY W & KELLY D

ral Vaci GREER, JEFFERY W & KELLY D
mestea DUNLAP, JAMES M TRUSTEE
sidentic KOESTER, JOHN G

sidentic BOTZET, CHARLES F

sidenti BLACKMER, LARRY L

sidenti HENDERSON, PAUL & CYNTHIA
n-Comi BAUMAN, JAMES E & MARY A

ral VaciB2 FOCUS LLC

ral Vaci JENSEN, ALVIN

x Forfeit STATE OF MINNESOTA

hte Adm STATE OF MINNESOTA

n-Comi PAULSON, STEVEN & SHANDA
n-Comi FREDEEN, KENT M & LAUREL E TRUSTEES
n-Comi KNAFFLA, CLEEANNE & PAUL AND
n-Comi ENGELSMEIER, AUSTIN J & JESSICA L
n-Comi JENSEN, GARY D ETAL

sidentic BARTOLUS, STEPHEN L

x Forfeit TAX FORFEIT

n-Comi PETERSON, TIMOTHY C

DMR REAL ESTATE MGT
MM DNR DIV OF LANDS & MINERALS

66633 N PICKEREL RD
66633 N PICKEREL RD
66633 N PICKEREL RD
9200 CEDAR FOREST RD
9200 CEDAR FOREST RD
5780 MEADOWVIEW DR
66617 N PICKEREL RD
66609 N PICKEREL RD
66603 N PICKEREL RD
PO BOX 789

367 E MINNESOTA ST
9608 E ROCKCREST LN
66017 CO RD 533

1201 EHWY 2

500 LAFAYETTE RD BOX 45
65062 COUNTY RD 533
6369 BAICH RD

8086 TOWNLINE RD
17232 90TH ST

1681 150TH ST

24254 PICKEREL LK POI RD

38214 72ND AVE

[
d ] Font ] Alignment ] Mumber [
Jx

B C D E
% Classi Owner's Name Address1 Address2 Address3
ral Vaci; POWELL, JEFF 66789 N PICKERELRD EFFIE MN 56639
ral Vaci POWELL, JEFF 66789 N PICKERELRD EFFIE MN 56639
n-Hom POWELL, JEFF 66789 N PICKERELRD EFFIE MN 56639
ral Vaci RYLANDER, CARLV & LESLEY A TRUSTEES 3385 DISCOVERY RD APT 200

EAGAN MN 55121-3308
EFFIE MN 56639

EFFIE MN 56639

EFFIE MN 56639

EDEN PRAIRIE MN 55347
EDEN PRAIRIE MN 55347
WHITE BEAR TWP MN 55111
EFFIE MN 56639-6111
EFFIEMN 56639

EFFIE MN 56639-6111
COKATO MN 55321

LE CENTER MN 56057
SPOKANE WA 99206
EFFIE MN 56639

GRAND RAPIDS MN 55744
STPAULMN 55155

EFFIE MN 56639
CHISHOLM MN 55719
EVELETH MN 55734
BROWNTON MN 55312
DRAYTON ND 58225
EFFIEMN 56639

SARTELL MN 56377

Styles
G H
Deeded AcLand
0.41 1
1.14 4
1.25 6
12.21 7
0.29
0.78 2
26 10
24.41 8
2441 6
174 32
0.25 6
0.3 6
6.37 19
571 17
15.07 18
6.57 5
4.3 9
30,76 30
35.87 35
53 14
3.07 10
454 16
6.64 12
3.85 9
3.06 10
2.35 4
0.33 1

STEP 6 - Re-save the Document!

1. Don’tforget to save the document with your new edits! You may want to re-name

this file to “Master Pickerel List- Do Not Delete” or similar.

2. You can now close this document. It will need to be closed

That’s it for the Excel list!

Now to Microsoft Word for Mail Merge!

Itasca SWCD |
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Create Lake Mailing Lists
Part 2: Using Microsoft Word “Mail Merge”:
Step-by-Step Mail Merge in Word
STEP 1-Open Word
Open Microsoft Word.

Start a new blank document

STEP 2 - Start Mail Merge

2. Click the Mailings tab at the top.

File Home Insert Draw Design Layout References w Review  View Help
Eﬁ [aptos Body) oz VA A AT ==L D == 8T
| ' T e S R Normal No Spad
Paste B I U-a x ¥ A~ 2~ A [E===1=- & .
h < Format Painter
Clipboard [ Font [ Paragraph ]
o oo .5 1 1 1 2 1
H

3. Click Start Mail Merge

ﬁ AutoSave (@ OFF)

Documentd - Word

Envelopes Label

Start Mail 5

Design  Layout References Mailings Review  View

i I, I, L% .

=

Ty,

Create Start Mail Merge ‘Write & Insert Fields Preview Results
[ B E C R SR B R
Itasca SWCD | 1895 W. Hwy 2, Grand Rapids, MN 55744 | 218-326-5573
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4. Choose:

o Labels (shown here) or Letters (an option, but not specifically explained here)

o Your package of labels should have a product number printed on them. You

should be able to find the same product number listed in the Label Options.

Label Options

Printer information
O Continuous-feed printers
o Page printers Tray: |Default tray (Automatically Select]

Label information
Label yendors: | Avery US Letter ~

Find updates on Office.com

Product number: Label information

5155 Easy Peel Return Address Labels

Type: Address Labels
5159 Address Labels it -
5160 Address Labels :"f':t:t ;sa'
5161 Address Labels I ek
5162 Address Labels Page size: 8,57 = 11
3163 Shipping Labels
Details... Mew Label... Delete

STEP 3 -Select Your Excel List

4. Click Select Recipients

Documentd - Word

File Home Insert  Dra

= B R

Envelopes Labels — Start Mgl

Layout  References Mailings Review View Help

=B BB B¢ .
k &
Create b llai T erge

Write & Insert Fields Prew

5. Choose Use an Existing List

Itasca SWCD | 1895 W. Hwy 2, Grand Rapids, MN 55744 | 218-326-5573



6. Find and select the Excel file you just created

Itascav
SOILA»WATER

CONSERVATION DISTRICT

[ ————
“ v 4 4 > Downloads v Search Downloads
Organize v MNew folder = -
A Home MName Date mcclifi\r:’cl Type Size
A Gallery ~ Today
, @ OneDrive - P i/ Pickerel Address List > 2/25/2026 10:07 AM Microsoft Excel C... KB
| parceldata (8) 2/25/2026 8:23 AM Microsoft Excel C... 9 KB
~ Last week
I Desktop i parceldata (7) 2/17/2026 417 PM Microsoft Excel C... BKE
L i _ )
= i =
7. Click Open
8. If prompted, choose the correct worksheet (usually Sheet1)
9. Make sure “First row of data contains column headers” is checked (if prompted)
10. Click OK

STEP 4 - Insert Merge Fields Into Your Letter

Here, you tell Word where to pull in the contact info.

Click where you want a field inserted (usually the top left box), then:

1. Click Insert Merge Field

File Home Insert Draw Design Layout References Mailings Review Help  Table Design  Table Layout
= P = F "2 Rules ~ R (I o |—I—j
B & B B =5 e — 5
Envelopes Labels | Start Mail Select Edit Address Greetinll Insert Merge 2 aten hieles Finish &
Merge ~ Recipients ~ Recipient List Elock Line B Update Labels D Check for Errors Merge
Create Start Mail Merge Write & Inagt Field Preview Results Finish
L S e L e e e 2 B EE 3 g
«Next Record»
«Next Record» «Next Record»
Iltasca SWCD | 1895 W. Hwy 2, Grand Rapids, MN 55744 | 218-326-5573
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2. Underthe Insert Merge Field drop down, choose the field/cell names (FirstName,
Address, etc.). This is how it will print out.

AutoSave (@ Off D> B~ 5 Documents - Word £ search

Fle Home Insert Draw Design Layout References Mailings Review View Help Table Design Table Layout
B Rk B & e e ddn PPy
E’T‘1 ~ R =34 ABC \

=5 = x
Envelopes Labels  StartMail  Select Edit Highlight  Address Greeting |Insert Merge| ~0 MM FIElds  proyiey, [ Find Recipient Finish &

Merge v Recipients ~ Recipientlist ~ MergeFields Block  Line | Field~ | [BUpdatelabels ~ Results  [3 Checkfor Errors Merge
Create Start Mail Merge Write & | Parcel ID Preview Results Finish
CoRE 3.4

Tax _Classification

Owners_Name

Address1

Address2 refddress1» «Next Record»
Address3
Deeded Acres
Land Value
- «Next Record»

Building Value
Total_Value

«Next Recorc» «Next Record»

3. Clickinto the document (only the top left box if using labels). Based on the Excel
sheet you just edited, you’ll likely use this layout:

Top line: «Owners_Name»«Address1»
Then click “enter” to create the next field data line

Middle line: «<Address2»

Then click “enter” to create the next field data line

Bottom Line: «Address3»

Address Greeting Insert Merge - review = 1]
s Block  Line Field~  [B Update Labels Results | [ Check for Errors M
‘Write & Insert Fields Preview Results F
g (R SR SR SURRIC. 3 SR SUNCRCIN SRR
«Owners_MName»«Address1» «MNext Record»
«Address2»
«Address3»
Pl e «Next Record»

Itasca SWCD | 1895 W. Hwy 2, Grand Rapids, MN 55744 | 218-326-5573
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4. When your box looks like the above, select “Update Labels”. This will auto fill the rest of
the addresses.

le*erences Malmgs Eewew 5|ew ﬂep aEeBemgn able Layout
BEERE B S Rules ~ «» || Q[ > >
= =8 E: ule i <K« [ > D Ej
Highlight | Address Greeting Insert Merge o Preview | [0 Find Recipient Finish &
Merge Fields| EBlock Line Field ~ Results DCheckarErrors Merge ~
Write & Insert Fields Preview Results Finish
-g---.---l---l---z---l-_gﬁ-z---.---4---.---5--&!
-+
«0Owners_Name»«Address1» «Next Record»
«Address2»
aAddres:33»|
«Next Record» «Next Record»
5. The document will then look like this:
M b
1. Note, it may look messy. That’s okay.
F—H — -
O3 —_— = n " —
ddress Greeting Insert Merge O Match Fields Preview [l Find Recipient Finish &
Block Line Field ~ [E“ Update Labels Results D Check for Errors Merge ~
Write & Insert Fields Preview Results Finish
-&E--.--‘1---.-‘-2---|-_§§-3------4--‘.---5‘4& ------- . . s# .
+
«Owners_Name»«Address1» «Next «Next
«Address2» ?ecord»«Owners_NamemAddress I;!ecord»«()wners_Name»«Address
aAddress3»|
«Address2» «Address2»
«Next «Next «Next
Record»«Owners_Name»«Address Record»«Qwners_MName»«Address Record»«Owners_Name»«Address
1» 1» 1»
«Address2» «Address2» «Address2»
«Next «Next «Next
Record»«Owners_Name»«Address Record»«Qwners_Name»«Address Record»«Owners Name»«Address
1» 1» 1»
«Address2» «Address2» «Address2»
«Next «Next «Next
Record»«0Owners_Name»«Address Record»«Owners_Name»«Address Record»«Owners_Name»«Address
1» 1» 1»
«Address2» «Address2» «Address2»
«Next «Next «Next
Record»«Owners_Name»«Address Record»«Owners_Name»«Address Record»«Owners_Name»«Address
1» 1» 1»
«Address2» «Address2» «Address2»
«Next «Next «Next
Record»«Owners_Name»«Address Record»«Owners_Name»«Address Record»«Owners_Name»«Address
1 1 1
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STEP 5 - Preview Your Letters

CONSERVATION DISTRICT

6. Unselect Highlight Merge Fields (if you’re document fields are highlighted). Then
select Preview Results to preview your list.

Mailings View Help  laple Desig

s Greeting Insert Merge

Write & Insert Fields

[ Rules~

%g Match Fields

66789 N PICKEREL RD
EFFIE MN 56638

RYLANDER, CARL V & LESLEY
ATRUSTEES

3385 DISCOVERY RD APT 200
EAGAN MN 55121-3308
VORLAND, GALEN & SHEILA
66633 N PICKEREL RD

EFFIE MN 56638

DUNLAP, JAMES M TRUSTEE
5780 MEADOWVIEW DR
WHITE BEAR TWP MN 55110

BLACKMER, LARRY L
66603 N PICKEREL RD
EFFIE MN 56638-6111

BoFEOCUSIC

<O e B Ej

-l Find Recipient

Finish &
Field~ [ Update Labels § |Results| [ Check for Errors Merge ~
Preview Results Finish
gll R T R 4.5
POWELL,JEFH POWELL, JEFF

66789 N PICKEREL RD
EFFIEMN 56638

VORLAND, GALEN & SHEILA
66633 N PICKEREL RD
EFFIEMN 56639

GREER, JEFFERY W & KELLY D
9200 CEDAR FOREST RD
EDEN PRAIRIE MN 55347

KOESTER, JOHN G
66617 N PICKEREL RD
EFFIEMN 56638-6111

HENDERSON, PAUL & CYNTHIA
POBOX 789
COKATO MN 55321

rAnS T

POWEL
66789 N

EFFIE

VORLA
66633
EFFIE

GREER,
9200 C
EDEN P

BOTZE
66809
EFFIE

BAUMA
367E
LE CEN|

STATE

5. Usethe arrows to flip through recipients

6. Make sure everything looks correct

If something looks wrong, go back and adjust spacing or fields.

*If there are multiple errors, you may want to go back to your Excel document and edit
there first, then go through the Mail Merge steps again in Word. It’s a few extra steps but
might save a lot of time trying to edit multiple items in the Mail Merge document.
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STEP 6 - Finish the Merge
When you're ready:

3. Click Finish & Merge

CONSERVATION DISTRICT

Help  Table Design  Table Layout

[ G w &
== D? Rules e
L Match Fields

NI

@ Find Recipient

m

rt Merge Preview Finish &
ield ~ E—%“ Update Labels Results D Check for Errars Merge ~
Fields - Preview Results Finish
g. 1 DD EEE 3 Wed Y 3 T
+
POWELL, JEFFI POWELL, JEFF POWELL, JEFF

66789 N PICKEREL RD
EFFIE MN 56639

66789 N PICKEREL RD
EFFIE MN 56639

66789 N PICKEREL RD
EFFIE MN 56639

RYLANDER, CARLV & LESLEY
ATRUSTEES

VORLAND, GALEN & SHEILA
SGG32NPICKEREL D

VORLAND, GALEN & SHEILA
e e

4. Choose one:

o Edit Individual Document to change individual items (or just select the lines
that need editing)

o Print Documents: Place your labels or envelopes in the printer- trial run on
regular paper is recommended!

That’s it!

Congratulations!! You should now have a mostly complete mailing list to send to the
property owners around your lake!!
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A Final Note:

There are many ways to get to this end result, and there are lots of “tricks” to make it look
cleaner and some pro moves to use Mail Merge with text documents. This guide is intended
to get most Lake Associations 95% of a working mailing list with relatively minimal effort
following these steps.

Also, the info for the list is based on the County tax data and only has the names and
mailing addresses of the primary owner(s), their mailing address may be different than their
lake address. You can manually add additional names and addresses to the Excel list you
created during this process- especially helpful if you have multiple paying family members
in the same cabin/parcel.

If you run into any issues creating a list like this, or have questions about other ways to
contact property owners, give us a call!

Matt Gutzmann

Water Resources Specialist
Itasca SWCD

218-999-4435
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