USING WORD’S MAIL MERGE FOR PACO MAILING LABELS


This is set up to use MACO ML-1000 or Avery Dennison #5163 [or 8163?] labels.  Labels are on 8 1/2” x 11” sheets, each label 2”x 4”, 10 labels to the sheet.

1. Launch MS-WORD program

2. From Menu bar, select File|New|Blank Document to open a blank document

3. From Menu bar, select Tools|Letters and Mailings|Mail Merge Wizard…

4. From Mail Merge Drop down menu, select Labels document type

5. Click on “Step 1 - Next: starting document

6. Click on “Label Options…”

7. From the Label Options window, select “Avert Standard” label product and then select “5163 – Shipping” product number.
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9. Click on “Step 2 - Next: Select recipients”
10. Click on “Browse…”

11. Locate the data source file (i.e. PACOmailinglist_[localmedia/school/PACOSeniorCenters]_[timestamp].doc)

12. Check all the recipients you want to create labels for. (Uncheck the ones you do not want.)

13. Click on “Step 3 - Next: Arrange your labels”

14. From the “Arrange your labels” window, choose “Address block…”
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16. Click on the “Match Fields…” to make sure the needed fields are mapped correctly as below –
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17. Click OK to accept the definitions.

18. Click “Update all labels”

19. Click “Step 4 - Preview your labels”

20. The document should be updated with the label information. For example, [image: image4.png]=T o
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21. Click on “Step 5 - Complete the merge”

22. Then, click on “Print…” to print the labels.

23. Hand feed label stock, with labels face up.  [Other printers may allow you to load the mailing label stock into the printer paper source.]  

