PRINTING LABELS

Single Labels
1. Open new Word Document
2. On the Mailing tab click Labels. On
a

Home Insert Page Layout Referen:

2 (Elw B @
=l = J:..'
Envelopes | Labels art Mail Select Edit

Merge ~ Recipients = Recipient List
Create Start Mail Merge

3.  Enter the Address

Envelopes and Labels L2 [
4.  Select Full Page of Same Label or ﬂ-abels
Single Label —

Address: [ + [|Use return address
5. Click the Options button to change |:|
label style and size. m
7.  Click Print OR New Document to il
see the labels on your screen.
Print Label
8.  Click the Office Button and Print. @ il page of the same iabel; Avery US Letter, 5160
) Single label Easy Peel Mailing Labels - Fill Across
Row: |1 —| Column: |1 ‘
Before printing, insert labels in your printer's manual feeder,
Print ] [ Mew Document ] [ Options... -postage Properties... ]

Cancel

Multiple Labels
1.  Open New Word Document.
2. On the Mailings tab click Mail

Iy
Merge / Labels. = 8 |

Start Mail Select Edit Highlig

Merge v |Recipients » Recipient List || Merge Fii

2] Letters -

=1 E-Mail Messag 3

=1 Enyelope‘

B _IJ Labels... [

E Directory

ﬁ? MNormal Word Document

__:'J Step by Step Mail Merge Wizard...
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Label Options

tion I

() Continuous-feed printers
Tray: |Default tray ( Automatically Select) |Z|

Printer informa

(@ Page printers

Label information

Label vendors:

T~

Easy Peel Mailing Labels - Fill Across
Height: 1"
Width: 263"
Page size: 8.5"X 117

Product number:

Avery US Letter
Label information
l -

3. The Labels Options window
opens. Select the Label Product
number size.

4. Click OK.

5. The document now shows the
labels format.

8.  Click Select Recipients.

9.  Select either Type New List, Use
Existing List, or Select from
Outlook Contacts.

10. Click Type New List ‘

11. The New Address List window
opens.

12. Click customize Columns
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Start Mail Select Edit Highlight Addr
Merge ~ |Recipients =|Recipient

List lerge Fields Elo;
E Type Mew List...

Use Existing List... |

85 select from Cutlook Contacts...
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I Mew Address List M
Type redpient information in the table. To add mare entries, dick New Entry.
Title w | First Name vI Last Name w | Company Name w I Address Line 1 v|
1
4| 1 | L2
[ New Entry ] [ Find...
’ Delete Entry ] ’ Customize Columns.. (0]4 ] ’ Cancel
A
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13. Delete the unwanted columns from

14.

15.

16.

17.

19.

20.

the Address List.

Enter the information, pressing the
tab key to move to the next field.
At the end of a line, the tab key
will start a new line. Click the OK
button when finished.

Click the Address Block button
Click Update Labels

Click Preview Results

Click the Preview Results button.

MNew Address List

Type recipient in Customize Address List
jitle Field Names
2 Title -
First MName
Last Mame
Company Mame
Address Line 1
Address Line 2 Rename...
City
State
ZIP Code
Country or Regioj
Home Phone
Waork Phone
E-mail Address
[ el
New Entry [ OK J [ Cancel ]
Delete Entry —

Mew Address List m‘
Type redpient information in the table. To add more entries, dick New Entry.

Title vI First Name vI Last Name w | Company Name w I Address Line 1 vI
|| Mr. & Mrs. James Dubey 983 Holleman Dr.
|| M Jonathan Ston 972 Hanover Dr.
|| Mrs. Megan Bodmann 3245 Lavon Rd.
|| M= Amanda Wood #3598 Sandusky...
I
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The merged information now
shows.
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21.

Click Finish & Merge / Print
Documents to print the labels.

If you prefer you can use the Step
by Step Merge Wizard to guide

you.
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Mrs. Celina Jacks
BO93 Lovers Lane
Dallas, TX 98734

Mr. Clinton Flint
398 Forestridge

Toledo, OH 43623

(LRSI
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Fas
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| Find Recipient

Mr. Joe Burkhart
9834 Highway 377
Whitesbore, TX 76273

Ms. Carol Stone
983 sandusky Bhvd
Waco, TX 93249

Mr. Danny McMullen

423 Wynn Road

Alamagordo, NM 32987

> M

Preview 3 Finish & Create
Results = Auto Check for Errors Merge = ||| Campaign
ETEIShERE SIS £ Edit Individual Documents...
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‘|5 Print Documents..,

&y Send E-mail Messages...
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