Printing Labels
Excel and Word

Open EXCEL, and create your address list as shown below:
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Save your Excel address list.
Close out of Excel.

] COpen WORD.
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Step 1:
Click LABELS.

Click NEXT.

Mail Merge  x
@®|8|a

Select document type

‘hat bype of document are you
working on?

() Letters

() E-mail messages
) Envelopes

() Labels

() Directory

Letters

Send letters to & group of people.
You can personalize the letter that
each person receives,

Click Mezxt to continue,

Step1of &

% Mext: Starting document

Step 3:
Choose the label you

are using and click OK.
(Hint: the box of
labels will have a
product number on it.)

Step 2:
Click LABEL
OPTIONS.

Mail Merge * x
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Select starting document

How do wau want ko sek up vaur
mailing labels?

(%) Change document layout
() Skart from existing document

Change document layout

Click Label options to choose a
label size.

_:} Label options. ..

Select label size

Step 2 of 6
% Mext: Select recipients

4 Previous: Seleck docurent byvpe

Label Options

Printer information
i) Dok matrix

(%) Laser and ink jet Traw: |Default tray § Automatically Sel
Label information
Label products: Avery standard hd

Product number:

=160 Min - Addroes Label information

X

2162 Mini - Address Type: Address
Zreamri- Shipping Height: "
- Shipping - 1
2180 Miri - File Folder widch: 2,63
2181 Mini - File Folder Page size: Pelimi (4 14 3 S im)
2186 Mini - Diskette W
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Step 4:
Click NEXT

SELECT
RECIPIENTS.

Step 5:
Click BROWSE.

iMaiI Merge * x
I

select starting document

How do vau want ko sek up vaur
mailing labels?

() Change document layout

() Skart from existing document

Change document layout

Click Label options to choose a
label size.

,_‘3 Label options. ..

Select label size

Step 2 of 6

@ Mext: Select recipients

4 Previous: Select document bype

Select Data Source

=1
e : Mail Merge  x
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Select recipients

(%) Use an existing list
() Select from Outlook contacts

O Type anew list

Use an existing list

Use names and addresses from a
file or & database.

i Browse...

i

? sStep3ofe

: & Mext: Arrange your labels

@ Previous: Starting document
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Step 6: Find the
Excel Address List
you saved. Click on
the file, and click
OPEN.

My Metwork,

File name:

V| [New Source. .. ] [ Qpen ]

Places Files of type: |.ﬁ.II Data Sources v |
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Sheet34
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Mame Description  Modified

10/27/2005 11:13:29 AM
1042712005 11:13:29 AM
10/27/2005 11:13:29 AM

Created Twpe
10J27/2005 11:13:29 AM  TABLE STCE 7:
10/27/2005 11:13:29 AM  TABLE Cl|ck OK

10/27/2005 11:13:29 4M  TABLE

Firsk row of data contains column headers

(4 l [ Cancel

Mail Merge Recipients le

Lisk of recipients:

To sort the lisk, click the appropriate column heading. To narrow down the recipients displayved by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes ar
buttons to add or remove recipients From the mail merge.,

Yalidate

*| M. | Address = City Skate

| Apsha... [ 140 High Cr... | West Miford, MJ...

Maple ... 56 Maple Rd.  ‘West Milford, M1... 8:

Marsh.., 210 Marsha.., ‘West Miford, M., M

Paradi... 103 Paradis... Clalq_F{il:Il;pEeJ mM10.., Make sure there is a check

Upper ... 41 Henry Rd.  Hewitt, M1 07421

Westh,,, 55 Mosenzo... ‘West Milford, M3, next to all of the names
you'd like to print labels for
and click OK.

[ Select Al ] [ Clear all ] [ Refresh ]
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Step 9:
Click NEXT

ARRANGE YOUR
LABELS.
\:I EMaiI Merge v x

Select recipients

(%) Use an existing list
() Select Fram Outlook contacks
O Type a new list

Use an existing list

Currently, wour recipients are
selected From:

[Sheet1$] in "address list,xls"
= Select a different list...

@ Edit recipient list. .,

“ step3of6

; % Mext: Arrange wour labels

- et wizard she Fdocument

Step 10:
Click MORE ITEMS.

=l
~| : Mail Merge X
B8 A

Arrange your labels

If yvou have not already done so,
lay out wour label using the First
label on the sheet.

To add recipient information ta
wour label, click a location in the
first label, and then click one of the
items below,

= Address block. ..

= Greeting line...

j Electronic postage...
|||| Postal bar code, .,

ﬂ Mare items. ..

Whien you have finished arranging
wour label, click Next, Then you

7 can preview each recipient's label
and make any individual changes.

» Replicate labels

‘fou can copy the lavout of the Firsl
PR I i A T

Step 11:
Click once on NAME then click

INSERT.

Click once on ADDRESS then click
INSERT.

Click once on CITY STATE then
click INSERT.

Then click CLOSE.

Insert:
() Address Fields

Fields:

Mame
Address
City Skate

(%) Database Fields

Makch Fields. .. ] [ Insett l [ Cancel
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Step 12:
Arrange your first label so it looks the way you want. For example,

click in between NAME and ADDRESS and press Enter to put them on
separate lines. You can also change the font, font size and color here.
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Arrange your labels

IF vou have nat already done s,
lay out your label using the Firsk
label on the sheet,

To add recipient information ko
wour |abel, click a location in the
first label, and then click one of the

alamen«AddressnaCity_States| «Mext Fecords s et
= Address block. ..
2 Greeting line...
j Electronic postage. ..

Il Postal bar cade. ..

ﬂ More items. ..

‘WWhen you have finished arranging
wour |abel, click Mext. Then you
can preview each recipient's label

w
B : and make any individual changes.
L aMext Records «Mext Becords Replicate labels
) ¥ ‘fou can copy the layvout of the Firsl
P T A
* >
—
caap

2] Address block. ..

2 areeting line. .. STeE 13:
j Electronic postage. .. CIICk -I-he “UPDATE

|||| Pastal bar code... ALL LA BELSI/

=] Mare items. .,

wwhen vou have finished arranging bUTTon
your label, click Next, Then vau

can preview each recipient's label
and make any individual changes.

Replicate labels Then C I ICk NEXT
You can copy the lavout of the Firs! PREVIEW yOUR

label to the other labels on the

page by clicking the button below, A B S
LABELS.

“ step4of6

& Mext: Preview your labels

@ Previous: Select recipients
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Step 14:
Click NEXT

COMPLETE
THE MERGE.

=l
~| : Mail Merge X

Preview your labels

Same of the merged labels are
previewed here, To preview
another label, click one of the
following:

Recipient: 1
_33 Find a recipient. ..

Make changes

‘¥ou can also change your recipient
lisk:

T Edit recipient list. .,

‘hen you have Finished
previewing your labels, click Mext.
Then wou can print the merged
labels or edit individual labels ko
add personal comments,

? sStep5of6

& Mext: Complete the merge

¥ Prewious: Arrange your labels

Merge to Printer

Print: records

'@'5. .....
() Current record

O From:

Step 15:
Click PRINT.

Mail Merge

Complete the merge
Mail Merge is ready to produce
vaur mailing labels.

To personalize wour labels, click
"Edit Individual Labels," This will
open a new document with wour
merged labels, To make changes to
all the labels, switch back to the
original docurnent.

Merge

L2 Print...

L3 Edit individual labels...

Step 6 of B

@ Previous: Preview your labels

E] Make sure ALL is selected,
then click OK.

Your print window will open
To: up and you will be able to

| ok

| [ cancel | choose your printer.
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