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Creating a full sheet of the same label

Go to Tools menu and choose Envelopes and Labels

Envelopes and Labels |
Envelopes  Labels |
fddress: 4 ™ Use return address Print I
ﬂ Mewy Document I
Cancel |
Opkions. .. |
|
I Delivery poirt barcode ahel
~Prink fvery standard, S160
' Full page of the same label Address
i~ Single label
Row: |1 5‘ Zolumn: |1 5‘
Before printing, insert labels in wour printer's manual Feeder.
Type in the info you want on your label.
Envelopes and Labels EE |
Envelopes  Labels |
fddress: 4 [ Use return address Brint I
Eryan Drozd _ ﬂ Mew Docurmnent |
H130 =. Kensington Ave.
Countryside, IL. B0525 Cancsl |
Qptions. .. I
=
I Delivery point barcode ahel
~Prink fvery standard, 5160
' Full page of the same label Address

" Single label

Ru:uw:ll 5‘ Cu:ulumn:ll 5‘

Before printing, insert labels in your printer's manual feeder,

Note the Options on this
screen.

Print: Full page of the
same label (or single
label, which lets you
choose where on the
sheet it will print out).
New Document: Creates
a new document for the
labels (recommended).
Options: Allows you to
change the type (size) of
the label. See next page
for a sample of the
options screen.



Label Options |

=
B

tinter information

" Dot makrix
&% Laser and ink jet

Traw: IDeFault kray (Auto Sheet Feednj

84

Cancel

Label products: Awery standard

[

Praduck numbet

bel inf ki
3613 - Identification Card & | o
3614 - Card e Type: address
5066 - File Folder Height: i
5095 - Mame Badge : "
5096 - Diskette width: 2.63
5097 - Disketke Page size:  Letter (8 15 x 110n)

Details, .

Mew Label, ..

Delete

Rk

Avery brand labels are easy to work with in terms of identifying the product number that
corresponds to a particular size of label. Style 5160 is a typical address label size (30 labels on

a sheet).

To print the labels, just go to the new document (full of labels) and Print.

Printing an address directly on an envelope

Go to Tools menu and choose Envelopes and Labels

Envelopes and Labels

Envelopes | Labels |

[Ed:

Delivery address:

2|

Prink

| -

add to Document

Zancel
Opkions. ..
=
Return address: T T omit
reEsiE Feed
Y

-

n

El

Before printing, insert envelopes in vour printer's Auko Sheet Feeder.




Type in the Info you want on the envelope

Envelopes and Labels |

Envelopes I Labels |

H N~

Delivery address: [Ed:

Prink

School Dist. 104
E0th St and 74dth Awve.
Summit, IL. 80501

Ez I

Return address:

Bryan Drozd

Countryside, IL. 60524

H130 =. Kensington Ave.

add to Document:

Zancel
Options. ..
=
[ Omit
[ Feed
Y
:I = = D]
p— é
=l

Before printing, insert envelopes in wour printer's Auko Sheet Feeder.

Envelope Options E |
{Envelops Gptions | printing Optians |
Envelope size:
ISize 10 {4 1/5% 9 1/2in) =]
~If mailed in the US4
[ Delivery point barcode
™ FIM-A courkesy reply mail
~Delivery address ~Preview
Eart..s | Fram |efk: I.ﬁ.utu 5‘
From bop: I.ﬁ.utu ﬂ = n
—Return address _—
Farit. . | From left: I.ﬁ.utu 5
From kop: I.ﬁ.utu 5‘
04 I Zancel

Note the options on this
screen.

Omit checkbox can be
checked to skip the
return address.

The Feed preview image
can be useful, but is not
always correct; test your
printer to make sure
envelopes are being fed
into it correctly.

Options are shown
below.

Envelope size can be
changed.

A barcode can be added
(though I have no idea
whether it is accurate or
not, but it looks neat).
Delivery and Return
address fonts and
spacing can be
changed.

Printing Options can
also be changed; see the
next page.



Envelope Options K |

Printer: EPSOMN Stylus COLOR G40 Reset |
—Feed methad

=
" Face up ¥ Clockwise rotation
¥ Face down

(112
[
13

m |

Eeed from:
Auto Sheet Feeder j

‘fou have changed Word's default envelope handling method For this printer,
These changes could be incorrect. Choose Reset to return bo Word defaults,

04 I Zancel |

Envelopes and Labels EE |

Envelopes | Labels |
Delivery address: [ |- Print I
B0th St and 74th Ave. |
Summit, IL. 60501 Cancel

Qptions. .. I
Return address: N [ omit

review ~Feed

Eryan Drozd i’ _
B130 5. Kensington Ave. = .
Countryside, IL. 60524 —
Before printing, insert envelopes in vour printer's Auko Sheet Feeder.

This screen lets you
change the settings for
how the envelope is fed
into the printer. The
settings are based on
your currently selected
printer. They are usually
correct, but it is worth
testing to make sure,
especially the first time
around.

Once you have checked everything over, click Add to Document to create the envelope page.
Then, Printit. If the program asks about setting the Return address as the default, choose No.



Creating a data source for labels

If you want to create an list of addresses to print out a set of labels, you can do it using Excel.

Start Excel.

E4 Microzoft Excel - Bookl

J File Edit Wiew Insert Format Tools Daka Window Help Acrobat

D SRy R o @& 4% 0D 0w -7,

Jlovie -0 - [BZUSEEE$ %, B EE -
A =l =]
A | B | C | D | E [ F |
1 |First Mame Last Mame  Address City otate  fip
2 |Bryan Drozd B130 3. Kensington Awe. | Countryside IL RO525
3 |Wivian Chodor 414 5. Kedvale Chicago IL BO53Y
4 |Jan Baricavich 10631 5. Hale Apt. 3 Chicaga IL BOE43
5 |
| |
B

T{/rpe in Headings for the items in Row 1, and info as needed in the following rows.

When you have the info typed in, go to File and choose Save As.

Save As HE
Save in: II:l new classes j = | @ }( ﬁ + Tools ~

- 3 projects digital camera
T )

“

My Diocurnents

File name: Iaddresses j E Save I
Wb Folders ; |
510 [y VRN a i T [ Tab delimited) j Canicel

Make sure to change the Save as Type option to Text (tab delimited).




When you click save, this screen may appear.

Microzoft Excel |
The selected file bvpe does nok support workbooks that contain multiple sheets.,

& + To save only the active sheet, click Ck,
+ To save all sheets, save them individually using a different file name for each, ar

choose a file bype that supporks multiple sheets,

Cancel |

Click OK

This next screen may also appear:

Microzoft Excel E3 |

addresses,txk may conkain features that are not compatible with Tewxt (Tab delimited)
Do ol wank to keep the workboolk in this Formak?

@ + To keep this Format, which leaves ouk any incompatible Features, click Yes.,
+ To preserve the Features, click Mo, Then save a copy in the latest Excel Format,
+ To see what might be lask, click Help.

Mo Help

Click Yes.

You are now done in Excel.



Mail Merge in Word Using Excel data

Start Word

Go to the Tools menu.
Choose Mail Merge.

Mail Merge Helper

Click on Create.
Choose Mailing Labels

Microzoft Word

2)

[ Atveindon ] mewmsnponument |

Click on Active Window.



Mail Merge Helper | Under Data Source, click on

Get Data.
The next step in setting up the mail merge is to specify a data source.
Choose the Get Daka button, Choose Open Data Source.
"I . Go to where your address
Main document file was saved.

Create ™ Setup. ..

Merge bype: Mailing Labels
Main document: Documents

e
2 Data source

Gek Daka = i

3
Merge the data with the document

Merge. ..

Close |

Open Data Source |
Look in: I[:l new classes j b= | @ > @ + Tools ~

C3 projects digital camera

2 e
addresses

History

File name: I j M3 Query, .. | = Open

Files of type:  FRSST-AM ~ | [ Sclect method Canicel |

Next, click on the drop down menu that says "Files of type" (and reads "All Word Documents")
and choose Text Files.




Choose the addresses file.

Click OK.

Microsoft Word

Wiord needs to sek up your main document, Choose the Set Up Main Document
button to finish setting up wour main document.

This screen will pop up. Click on Set Up Main Document.

The bottom left area of the next screen is where you choose the type of label you are going to
use

Label Options

tinker information
_ Ok,
™ Dok matrix
% Lacer and ink jet Travy: IDeFauIt kray (Auto Sheet Feedlj Cancel
Dietails, .
Label products: Avery standard j —

e Label, ..
Produck number

Ml

abel information————————— Delete

£:490 - Diskette
Type: Address
a161 - Address Height: g
8162 - Address _ )
8163 - Shipping — | width 2.63
8164 - Shipping Page size:  Letter {8 % x 11in)
8165 - Full Sheet d

Next, Click OK.



Next is the Insert Merge Field screen.

Create Labels EEd |

Choose the Insert Merge Field button to insert merge figlds into the
sample label, ‘ou can edit and format the merge fields and text in the
Sample Label boo:,

Inserk Merge Field =

Insert Postal Bar Code. ..
Sample label:

K, Cancel |

Click on Insert Merge Field and choose First Name.

Create Labels |

Choose the Insert Merge Field button to insert merge Fields into the
zample label, ¥ou can edit and Format the merge fields and text in the
Sample Label bos:,

Insert Merge Field =

Sample label;
«First MNames

Insert Postal Bar Code, ., |

-

£

Cancel |

Ik

The cursor will be blinking in the box to the right of the <<First Name>> field. Hit the spacebar

once (this will put a space between the names, otherwise, they would run together).
Next, click on Insert Merge Field again and choose Last Name.
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Create Labels |

Choose the Insert Merge Field button to insert merge figlds into the
sample label. ‘You can edit and Format the merge Fields and text in the
Sample Label boo:,
Insert Merge Figld * Insert Paostal Bar Code. ., |
Sample label;
«First_ Name» «Last_Name» i’
|
K Cancel |

Hit Enter to go down to the next line.
Insert the Address field, then hit Enter.

Create Labels |

Choose the Insert Merge Field button to insert merge figlds into the
sample label. ‘You can edit and Format the merge Fields and text in the
Sample Label boo:,

Insert Merge Field - Insert Paostal Bar Code. ., |

Sample label;

«First_Names «Last_Names i’
whddresss

«Citys, «States, «fips

|

K Cancel |

For the next line, you will put in the City, State, and Zip. Remember to put a comma after City
and a period after State, and spaces as needed.



Click OK.

The document will be set up.

Mail Merge Helper 7| = |

The main document and data source are ready to merge, Choose the Merge
buktan to complete the merge.

=
1 Main docurment

Create ™ Edit *

Merge bype: Mailing Labels
Main document: Documents

s
2 Data source

Get Daka = Edit *
Data; sample! TAELE Tablel

3
Merge the data with the document

Query Opkions. .. |

Options in effect:
Suppress Blank Lines in Addresses
Merge ko new document

Close |

Next, Underneath where it says "Merge the data with the document” (step 3), Click on Merge.

Mege N TP
Merge to: | Merge I

T - | Setup... | Cancel

~Records ko be merged

|
= al  Erom: I— To: I— Check Errors... |
|

Query Opkions, ..

~When merging records
=" Don't print blank lines when data fields are empty.

™ Print blank lines when data Fields are empky.

Mo query options have been set,

In the Merge window, click on the Merge button.

Word will create a new document with your labels.



Sample:

ialj Labels? - Microsoft Word 2] x|

JEiIe Edit Wiew Insert Format Tools Table Window Help Acrobat

DERSRY|s=BI[o- -

AHEOE=2ET o -2. |80
JNc-rmaI ~ | Arial - 11 v|B I H”EE = §EEE£;§£;§|vivév,
R e e

BEryan Drozd Yivian Chodar Jon Baricavich
. B130 5. Kensington Ave. 2414 5. Kedwvale 10631 5. Hale Apt. 3 -
-1 Countryside, IL. BOS25 Chicago, IL. 60632

Chicago, IL. 80643

If everything looks okay, go ahead and print.

If you want to change the appearance of the font, the easiest way is to go to the Edit menu and

choose Select All, then make any changes to the font. Be careful not to make the font size too
large for the information to fit on the label properly.

14




Alternate method of creating label data

Mail Merge Helper

Create a new Main document.

Microzoft Word

2)

o mewndon ] mewmsnoonmert |

Go to Tools menu and
choose Mail Merge.

Click the Create menu and
choose Mailing Labels.

15



Mail Merge Helper 7| % |

The next step in setting up the mail merge is to specify a data source.
Choose the Get Data bukton,

=)
1 Main docurment

Create -

Setup. ..

Merge bype: Mailing Labels
Main document: Documents

e
2 Data source

Gek Daka - i

3
Merge the data with the document

Merge. ..

Close |

Create Data Source |

& mail merge daka source is composed of rows of daka, The first row is called the
header row, Each of the columns in the header row begins with a Field name.

Word provides commonly used field names in the list below, You can add or remove
field names ko customize the header row,

Field name: Field names in header row;

FirstMarne
LastMName:
JobTitle
Camparny
Address1
Address2 ;I

add Field Mame ## |

Remove Field Mame I

[ o ]

MS Query, .. | Cancel

In section 2, Data Source,

click on Get Data.

Choose Create Data
Source.

Data field names are
listed in the column on
the right.

Click on a field and
choose Remove Field
Name to eliminate any
unnecessary items.

You may also add fields
by typing them in the field
name area and choosing
Add Field Name.

16



Create Data Source | The data source screen

with some fields

& mail merge data source is composed of rows of data, The First row is called the removed.
header row, Each of the columns in the header row begins with a Field name.

Once you have the items
Word provides commonly used field names in the list below, You can add or remove removed or added that
field names ko customize the header row, you need, click OK.

Field name: Field names in header row;

The next screen will have

Lastharne LI you save the document.
add Field Mame ## | Address]

Ciky Maowe

State LI

PostalCode

Remove Field Mame I

MS Query, .. | | (a4 I Cancel |

Once you have saved, this screen should be next: Choose Edit Data Source.

Microzoft Word |

records ko your data source by choosing the Edit Data Source button or lay ouk wour

@ The data source wou just created contains no data records, You can either add new
main docurment by choosing the Set Up Main Document buktaon,

Edit Data Source Set Up Main Document |

Data Form Z[x]| Click in each field
area to add
Firsthame: | i’ 0K | information.
esHane addew || Click Add New to
add 1
o= Delete | proceed to the
Clty: next record.
Skate: Restare |
PostalCode: Find | Click OK when
= you are done
Wigw SOUrCe | adding
| information.
Becord: M | L | |1 2 | Nl

The arrows at the bottom can be used to move through the records.
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Go back to the Tools menu and choose Mail Merge.

Mail Merge Helper

Choose Setup, and review
pages 10-14 of this tutorial.
The steps for setting up the
document and then merging
the data are essentially the
same at that point.

18



	Creating a full sheet of the same label
	Printing an address directly on an envelope
	Creating a data source for labels
	Mail Merge in Word Using Excel data

