How to print labels using Word 2002, 2003, XP

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 main tool bar left-click on theols tab then scroll down thetters and

Mailing, and left-click on théail Merge Wizard... Your first window should look like
the one below:
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STEP 4: UndeBelect document typeleft-click on the circle next tbhabels

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



Your next window should now look similar to the dmslow:
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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 belogkiing 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
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Your next window should now look similar to the doedow:
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STEP 8: UndeBelect starting document|eft-click on the circle next to
Use the current document

STEP 9: UndeS6tep 2 of 6 left-click on theNext: Select recipients



Your next window should now look similar to the doedow:
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STEP 10: UndeSBelect recipients]eft-click on the circle next to
Use an existing list

STEP 11: UndeUse an existing listJeft-click on Browse...



Your next window should now look similar to the doedow:
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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.
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Your next window should now look similar to the doedow:
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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.

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 thétidéck the [ nsert 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 dmslow:

t Format Tooks Table Window  Help Type a question for help % X
|fj J.'ll?l-.—'l ﬁ|ﬂ)v E Times Mew Roman = 12 .,_.|
e T
Insert Merge Field
Inserk:
) address Fields (%) Database Fields ange yourlabels
[+#] Fields: vou have not already done sao,
s out vour label using the first
: «FelipeMercados o #| pelan the sheet.
. Sun_Yalley_CA_913523603 add recipient information to
= La -7 ur label, click a location in the
Mr Mrs 5t label, and then click one of the
Feiipe _ | s below,
aﬁg?;;gﬁiem 5 Address block...
Sun_Valley = :
i «IText Fecords A 5 Gresting ine. .,
1M_913523803 - -;.j Electronic postage. ..
AutoMergeFieldl
M_5187674085 Il Postal bar code, ,,
M_1827z0 =
M 163700 | =] More items...
Match Fields, .. Tnsett Cancel hen you have finished arranging
N «Mext Records [_ J [' = ] [ J ur label, click Mext, Then you
mAn preview each recipient's label

and make any individual changes.

Y| Replicatelabels
z ‘ou can copy the layaut of the Firsl
@ label to the other labels on the
i «lMext Fecords «Mext Records + page by clicking the buttan belav.
i ! e ———,
E@ ! '|'! | l [ b = ]
Page 1 Sec 1 11 At 0.8" ln2z coli REC| TRE ExT | avR, | 3

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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First: Iabel, 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
Step 4 of 6
B Mext: Preview your labels

@ Previous: Seleck recipients

STEP 18: UndeReplicate Labels left-click on theUpdate all labelsbutton.

Your next window should now look similar to the dmslow:
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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
anather label, click ane 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 50of6

% 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.
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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. ..,
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 50of6

% Mext: Complete the merge

@ Previous: Arrange your labels

STEP 20: When finished previewing Und&ep 5 of 6 Jeft-click on the

Next: Complete the merge




Your final window should look similar to the onelds.
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STEP 21: UndeMerge, left-click onPrint... to print the labels.

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



