HFECLALEFIeiE k) PHOFESEI0ELAL LOnSivl S e DE L]

www.WebBreez.com

Microsoft Word Mailing Label Tutorial


http://www.WebBreez.com/
http://www.webbreez.com/

Microsoft Excel Tutorial

Microsoft Word Mailing Label Tutorial

MS Word’s Mail Merge function, aside from letting you generate form letters also lets
you easily create mailing labels.

Tools | Table Window  Help

% speling and Grammar...  F7 M & = B e - [3)
Langade » e —— i i— 1= = 5=
= =T et §:.:=.===

Letters and Mailings 3 m Mail Merge Wizard. ..
Tools on the Wweb. .. Shows Mail Merge Toolbar
Customize. .. Show Japanese Greetings Toolbar
Options. . =] Envelopes and Labels...

W

b

Letker \Wizard. ..

To do this, click on Tools, then Letters and Mailings, then select the Mail Merge Wizard.
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The Mail Merge wizard will appear on the right side of the document window.

4 g Mail Merge - X

Select document type

What bype of document are you
working on?

Letters
E-mail messages
Envelopes

* |abels

Directory

Labels

Print address labels for a group
rnailing.

If you are working with a form letter, select Labels and then click on Next.

4@ & Mail Merge * X

Select starting document

How do wou want o set up wour
mailing labels?

* hange document |ayouk
Skark From existing docurment

Change document layout

Click Label options to choose a
label size,

EY Label options. ..

There are pre-cut mailing labels available, and it is easy to configure the mailing labels to
fit the size of your label. Click on Label options.
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Label Options

Microsoft Excel Tutorial

Printer information
" Dat matrix

Label infarmation

* Laser and ink jet Traw: |Default tray (Upper krav) j

Label products: Awvery standard

Product number: ERO
— Farmtec

2160 Mini - Addres 2 =

2162 Mini - AddresHisagD

2163 I"-'1ini_- S_hippin Kokuyo

2164 - Shippind  |macofwilson Jones standard

2160 Mini - File Foltpia0n

2181 Mini - File: Follp ok veros

2186 Mini - Diskett Fweckform
DkherCuskomn

Mew Label, .,

Details, .

| Ok, | Cancel

Select the kind of printer you will be using to print the mailing labels, and then select the

brand of your label.

Product number:
Herma 4267 - Laser Tag i‘

Herma 4273 - Laser Tag
Herma 4274 - Laser Tag ﬂ

Label infarmation

Herma 42649 - Laser Tag Type:

‘Herma 4270 - Laser Taqg Height:

Hetrna 4271 - Laser Tag ;

Herma 4272 - Laser Tag Width:
Page size:

Laser Tag

n.83"

i

A4 (21 2 29,7 cm)

When you have selected a brand, it will show the different models available for the
brand. The details of each label will be shown. It is important to select the correct label as

each label come in different sizes.

The outline of each label will show up in your document.
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Once you have selected your label, you can now select the recipients who will be printed
on the label. Click on the next button.

< Mail Merge - X

Select recipients

® Use an existing lisk
Select From Outlook, contacks
Type a new list

Use an existing list

Uz names and addresses from a
file or a database,

Browse, .,

You can use an existing list from a previous mail merge session or from an Excel file,
pick recipients from your Outlook contacts or type a new list. In this example, we will
use an Excel spreadsheet. Click on Browse to select the Excel file to use as a data source.

Select Data Source

Laak in: [ M5 Office Tutarials j
-
;&ﬁ ] E Excel Tutorial
Histary

My Docurnents
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If you have more than one sheet inside your file, the wizard will prompt you to select the
sheet you wish to use.

Select Table

Mame Description | Modified Created Tvpe

5/13)2005 6:20:09 AM 50132005 6:20:09 &M TABLE
Sheetz$ 5/13(2008 £:20:09 AWM 5/13/2008 6:20:09 &M TAEBLE
Sheetad 5/13(2008 £:20:09 AWM 5/13/2008 6:20:09 &M TAELE

< | @

v Firsk roww of data contains column headers k. | Cancel

After selecting the sheet, it will ask you whether you want all of the contacts to be
included in the recipient list. Uncheck the box of the contacts to be excluded.

X

Mail Merge Recipients

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

Lisk af recipients:

| * Last Mame | >  First Mame | ¥ State | i I.|
iWood (Jobn Ak 00,
Wilkes Moy T ol...
Thomson Eiridget [l G5...
Tarylor Jordan WI oa...
Skanley River kS oo...
Petterson Sandra R 07...
Margan Leslie M oo...
Landen Adam =h on...
Kelso Phioebe HI 04...
Eirown Penelope MY 0s...

Select Al | Clear all | Refresh |
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Microsoft Excel Tutorial

Click on OK after you finish selecting the contacts to be included.

4 Mail Merge - X

Select recipients

® |lse an existing lisk
Select From Outlook contacks
Type a new list

Use an existing list

Currently, your recipients are
selected From:

[Sheet14]in "Boaokl xls"
Select a different list, ..

Edit recipient list...

If you will be importing from your Outlook address book, follow this example.

<p Mail Merge v

Select recipients
Ilse an exisking list
® Select From Outlook contactks
Type a new list

Select from Outlook contacks

Select names and addresses from
an Outlook conkacts Folder,

Choose Conkacks Folder

Select contacts Fu:ulu:ler|

Click on Select from Outlook contacts when the wizard prompts you to select the data
source.
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Microsoft Excel Tutorial

It will show you your Outlook Contacts folder.

Select Contact List folder

MName | Description Modified | Created | Type
Wpllad Fersonal Folders|

o]

| 3

Cancel

Click on OK.

Mail Merge Recipients

To sark 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 or
buttons to add or remove recipients From the mail merge.
List of recipients:

| v Last| vl First | v/ Title | vl Comp.. | ¥/ address | ¥ city | »| stae | ]
[Aimeda  |dohn | Mr. | SonMedia .. | 56 Miler Drive | Reediey | WA |
[0 sutkon Clivia Mrs., 237 Bellvue...  Primro... T g
Montg... Charles Praf. 452 Park Lane  Georg,.. MD 3
£ | >

Select All | Clear all ‘ Refresh |

Select the recipients from the list. Uncheck the corresponding box if you want to exclude

a certain contact. When you finish, click on OK.
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The merge field will show up inside the label.

aMext Fecords gMext Fecords

alext Becords ktText Records

You can edit the placement of the label by moving the text inside the first label. Click on
Replicate Label to reflect the changes in the other fields.

4 Mail Merge ot

Arrange vour labels

If wou have not already done so,
law out wour label using the Firsk
label on the shieet,

To add recipient information to
waur label, click a location in the
first label, and then click one of the
iterns below,

Fk] Address block, ..
m Greeting line. ..

Greeting wizard. ..
= Electronic postage, ..

Il Postal bar code. ..

E| Mare ikems...

When vou have finished arranging
waur label, click Mextk, Then vau
can preview each recipient's label
and make any individual changes.

Replicate labels

¥ou can copy the layout of the firsl
label to the other labels on the
page by clicking the button below,

I Update all labels |

Click on the next button to preview the mailing list. From here, you can now print the
mailing labels. If you need to make any changes, just click on the back button.
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