Doing invitations on the computer is something I have found to be a real time saver.  Although typing in all of the names on the guest list may take a few minutes – it’s a lot faster than handwriting them on the Reminder Cards.  The way I do my cards has the party info and the guest names and addresses all being printed at the same time.

1. Open Microsoft Word.

2. Open ‘Blank List’ document.

3. Immediately save with a new name (ie:  Smith List or Mary’s List)

4. Enter guest names and addresses using the Tab key to move between fields.

5. Save frequently (especially when it’s a long list) so that if the computer “acts up” you don’t lose all your hard work.

6. When finished entering all guest info, leave several lines at the bottom with only an “x” in the printed field.  (These will be the blank cards you send to the hostess for last minute invites.)

7. SAVE and close this document.

8. Open your reminder card template.

9. Highlight and change hostess and party info.

10. At this point you can add any notes in a text box (Come check out the NEW Fall/Holiday catalog!) or reminders (On-time drawings, tickets for RSVP, etc…) for the guests.

11. In guest address fields, add a line under name that says ‘and Guest’.

12. Click on the Mail Merge Helper.

13. #2 Get Data – Open Data Source:  Open the list you want to print cards for. 

14. #3 Merging Data: Click on Query Options.

15. Set options to print “If printed (field) is blank”

16. Merge to New Document (you will now see all of your cards on the screen).

17. Print Reminder Cards.

18. Go back to your Reminder Card template and delete “and Guest”.

19. Click on Mail Merge Helper.

20. Change Query Options to print “If printed (field) is not blank”.

21. Merge to New Document. (These will have only hostess info and any notes you have added – these are for Hostess to give to last minute invites)

22. Print reminder cards.

