Creating Labels

1. In order to create labels you must have a  blank word processing document open and a database created.

2. Open an Excel Spreadsheet. Use the first row to type in your column headings.

Example

Parent’s Name
Child's Name
Mailing Address
City
State
Zip
Phone #

3. Type in the information in each field.
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5. Open an Excel Spreadsheet. Use the first row to type in your column headings.
Example
Parent’s Name Child's Name M g Address City State Zip Phone #

6. Type in the information in cach field

7. Save your database

8. Go back to your Word Processing Document.
9. Click on Tools, Mail Merge
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Save your database.

5. Go back to your Word Processing Document.
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Click on Tools, Mail Merge.

7. The following window will appear.

8. Click on the Create button and then click  on 

[image: image3.png]Microsoft Word

To create the formletters, you can use the acive document window Parent letter or
anew document window

Tremen ] | towmnpsmen |




[image: image4.png]T e e e T YT

=181

=lslx]

[N« s enronen =15 < B 2 W

|@-2-A-

@] e e

DEE8RY (s BRI - ae HORE8ET 4w @)

i f i 2 i 3 i 4 i

Mail Merge Helper

The next step n setting up the mail merge Is o specfy a data source,
Chase the Get Data buttan.

school every Wednesday afternoon for ne: 2 B pussoree

We will have a parent meeting on January
media center, to talk about this upcoming

the school secretary. We are very excited :
participate on the team and represent our s

Sincerely,

Uso dcoss ook
If you are unable to attend please call the s ot

Dear, L
Geste™ e

Your child, , has been selected to participz =TT

Tn order to prepare for this team competiti Main document; ZAMCSIDPIviK], . \Parent letr.doc

GetData

Create Data Source.

s

Vicki McKenzie

s

autoshopes- \ N JOE 4l -2 A~ ELY |

[Page 1 sect T = el e

st | A @ 2B & BE || ©icosontsc..| Enp ... [57 Microsoft. . 38 Mistosolt Ex

[RNEFORE

GO OQ® w2



       Mailing 

       labels.

9. The following window will appear. Click on the Active Window button.
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Click on the Get Data button. Open Data Source.
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The following will appear. If you are saving on you’re A: drive, click on the drop down arrow beside the Look in: box and switch to you’re A: Drive.
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12. The other thing you must do is switch the Files of type to All files.
13. Locate the name of your database and double click to open.

14. The following screen will appear. Click OK to Open Entire spreadsheet.
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15. Click on theSet up Maim Document button.


16. Choose the correct label type and click OK.


17. Click on the Insert Merged Field and pick the fields to insert (Note:You will need to return and press enter when needed.)
18. Once all the fields have been entered click OK and then click on the Merge fields button.


19. The following screen will appear showing the field place holders. If they are in the correct location, click the Merge button. You should now see the correct information in a new word processing document.


20. Print your labels.

