How to print labels using Word 2007

STEP 1: Your input file MUST be a .TXT file. Sayeur file somewhere on your PC
that you will pull from in STEP 12 below.

STEP 2: Open Word

STEP 3: On the ribbon, navigate to Mailings andt $kee merge process as shown below
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Your first window should look like the one below:
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Select document type
“What type of document are you
working on?
@ Letters
) E-mail messages
" Ervelopes
() Labels
) Directary
Letters
Send letters to & group of people,
Yfou can personalize the letter
that each person receives,
Click Mext ta continue,
Step 1 of B
& Mext: Starting document
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Page:1of1 | Words:0 | <5 |
STEP 4: UndeBelect document typeleft-click on the circle next tbhabels

STEP 5: Unde6tep 1 of 6 left-click on theNext: Starting document

Your next window should now look similar to the dmsow:
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(3) Change docurnent layout
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Click Label options to choose a
E label size.
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STEP 6: UndeBelect starting document|eft-click on the circle next to
Change document layout

STEP 7: Unde€Change document layoutleft-click on theLabel options...

A new window will appear similar to the one belogkiimg what type of labels you want
to print on. The most popular undeabel Products: is Avery Standard and under
Product Number: is5160 - Address



Once your choice has been made click onQKebutton

Printer infarmation

" Continuous-feed printers
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i« Page printers

Label infarmation
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abel information
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Your next window should now look similar to the doedow:
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Select starting document

How do you wank b sef up vour
mailing labels?

) |se t!je current document
) Change document layout

() Start From existing document

Stark from a ready-to-use mai
merae template that can be
customized ba suit your rieeds,

23 Label options...

Step 2 of 6

& Mext: Select recipients.

4 Previous; Select document bype
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Page:1of1 | Words:0 | <5 |

STEP 8: UndeBelect starting document|eft-click on the circle next to
Use the current document

STEP 9: UndeBtep 2 of 6 left-click on theNext: Select recipients



Your next window should now look similar to the dosdow:
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select recipients

) Use an existing list
1) Select Frorm Cuklook contacts
(1 Type a new list

Use an existing list

Lse names and addresses from a
filer or a database,

w1 Browse...

& Edit reripient st .,

Step 3of 6
| % Mext: Arrange your labels
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STEP 10: UndeSBelect recipientseft-click on the circle next to
Use an existing list

STEP 11: UndeUse an existing listJeft-click onBrowse...



Your next window should now look similar to the dmsdow:
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STEP 12: Locate the file you saved earlier (Notakensure that thEiles of type:

is set toAll Files (*,*). Once found highlight the desired féed left-click theOpen
button.



A Mail Merge Recipientswindow will appear similar to the one below, makee all

desired recipients are checked, and left-clickQikebutton.

Mail Merge Recipients

2%

This is the list of recipients that will be used in vour merge, Use the options below to add to ar change your lisk, Use the
checkboxes to add or remove recipients Fram the merge. When vour lisk is ready, click Ok,

\,'l,SQLl'I,LIsers'l,pru:ud... v  Paul 1Daunoy 204 Harang Ave Metairie, LA 70001-4504 I
WSOL1Usersiprod.., | [ Frederick C Helwig III 4400 Windsor Sk Metairie, LA 70001-2428 )|
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WsoLUsersiprod.., | [ Ashley E Favalora 4323 Condor 5k Metairie, LA 70001-4411 )|
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WSOl Usersiprod.., | [ Albert R Bland 4112 Kawanee Ave Metairie, LA 70002-3056 )|
WaoLUsersiprod.,, | [ Ryan J Micolini 716 Beverly Garden Dr Metairie, LA 70002Z-6304 )|
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Your next window should now look similar to the dmslow:
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STEP 13: UndeBtep 3 of 6eft-click on theNext: Arrange your labels



Your next window should now look similar to the doedow:
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The cursor should be in the top left box.
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«Me
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Replicate labels

Mail Merge > x

Arrange your labels

If vou have not already done so,
lay out vour label using the First
label on the sheet,

To add recipient infarmation ta

your label, click a location in the
first label, and then dlick one of
the items below,

5] Address block...

15 Gresting line. ..

if] Electronic postage. ..
T Mare ikems. .

When you have finished
arranging yaour label, click Mext,
Thien you can preview each
recipient's label and make any
individual changes,

‘ou can copy the layout of the
first label to the other labels on
the page by clicking the button
R

STEP 14: UndeArrange your labels, left-click onMore items... to select the
appropriate information for the label.



An Insert Merge Field window will appear similar to the one below, withist of

possible fields.
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STEP15: Highlight the name of the recipient thétideck thensert button and then
left-click theClosebutton to close thinsert Merge Field window.

The name of the recipient will be located on infir& box in the upper left hand corner.

Push theéenter key to go down one line then left-clibkore items... again.



Your next window should now look similar to the doedow:
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STEP 16: Highlight the recipient’s address thetr¢é€k thel nsert button and then left-
click theClosebutton to close thinsert Merge Field window.

The recipient’s will be appear under the recipiemame.



Your next window should now look similar to the doedow:
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STEP 17: Push thenter key to go down one line then left-clidkore items... again.

Highlight the City, State, Zip field then left-ckdhel nsert button and then left-click the
Closebutton to close thinsert Merge Field window.

The City, State, Zip will now appear under the peat's address



Your next window should now look similar to the doedow:
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#Mext Records «Meut Becords when vou have finished a_rranging
wour label, click Next, Then vou

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

Replicate labels

‘fou can copy the layout of the Firsl
«IMext Records «Iext Records label to the other labels on the
page by clicking the button below,

Update all labels

Step 4 of 6

St

° B Mext: Preview your labels
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STEP 18: UndeReplicate Labels left-click on theUpdate all labelsbutton.
Your next window should now look similar to the dredow:
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first label, and then click one of the
items below,

5] address block..,

1= Greeting line. .,

|_=j Electronic postage. ..
1] Postal bar code. ..

E Mare ikems. ..

‘When you have finished arranging
wour label, click Next, Then vou
can preview each recipient's label
and make any individual changes.,

Replicate labels

‘fou can copy the layout of the Firsl
label ko the other labels on the
page by clicking the button below,

Update all labels

" Step4of 6

B Mexk: Preview your labels

@ Previous: Seleck recipients

STEP 19: UndeSBtep 4 of 6 left-click on theNext: Preview your labels

Your next window should now look similar to the doedow:
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Some of the merged labels are
previewed here, To preview
aniother label, click one of the
Following:

Recipient: 1
% Find a recipient. .
Make changes

‘fou can also change your recipient
list:

5 Edit recipient list. .,

When you have Finished
previewing your labels, click Next,
Then vou can print the merged
labels or edit individual labels to.
add personal comments,

" Step 5of 6

% Mext: Complete the merge

@ Previous: Arrange your labels

If you wish to preview other label pages just ldftk the <<or >>buttons to view other

pages.




@ Document3 - Microsoft Word
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Some of the merged labels are
previewed here, To preview
anather label, click ane of the
Following:

Recipient: 2
Find a recipient. ..,
Sy
Make changes

‘fou can also change your recipient
list:

5 Edit recipient list. .,

When you have Finished
previewing your labels, click Next,
Then vou can print the merged
labels or edit individual labels to.
add personal comments,

Step 5 of 6
% Mext: Complete the merge

@ Previous: Arrange your labels

STEP 20: When finished previewing Undep 5 of 6 eft-click on the

Next: Complete the merge

Your final window should look similar to the oneldne.
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Type aquestion forhelp =%

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

To personalize yvour labels, click
"Edit Individual Labels." This wil
open a new document with your
merged labels, To make changes ko
all the labels, switch back to the
original docurment,

Merge

@ Print, ..

g_j Edit individual labels...

Step 6 of 6

‘@ Previous: Preview your labels

STEP 21: UndeMerge, left-click onPrint... to print the labels.




If you wish to review previous steps in the prode#sclick Previous: Preview your
labelsunderStep 6 of 6



