Mail Merge Labels
(Microsoft Office Word 2007)
Making labels in Word 2007 is different from Word 2003, hence this handout.
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Click on the tab on the ribbon bar called “Mailings” at the top of the page. 
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You will see under this tab new items to help you with mailings.
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Click on “Start Mail Merge” and choose labels.
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Printer information

Continuous-feed printers

(© Page printers  Tray: |Default tray (Automatically Select) |+

Label information

Label vendors: | Avery A4/AS

Product number: Label information

L7160 ] ™ Address Label
L7160 Height:  3.81 cm

L7161 i

7162 width: 9.9 cm

L7162X Page size: 21 cm X 29.69 cm

=




A box will open up where you decide which labels to use. Click on the Down Arrow ([image: image17.jpg]Merge to New Document

Merge records

Current record

2 from:




) and choose Avery A4/A5 then choose L7163 for 14 labels per sheet. Then press OK.
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A page will open up with the blank labels showing.
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Click on “Select Recipients” and choose “Type New List” if you have not 

already made up a data base, or if you already have a data base of names and addresses choose “Use Existing List”

Type New List: When you click on this you will see a dialog box open like this
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Click in the blank box under the “Title” and type in Mr. Or Mr. & Mrs. Etc. Then “Tab” into the blank box under “First Name” and type in their first name, then Tab into the blank box under last name and type in their name. Leave the Company blank and Tab into the blank box under Address Line 1. Type in the first line of the address ONLY. Tab into the blank box under line 2 the second line of the address ONLY. Tab into the blank box under City and type in the last line of the address. Hit the Tab key until you come to the Zip Code and type in the Post Code. To start a new address click on “New Entry” at the bottom of the box.
This will give you a complete new line to start again.
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When you have completed all of your address’s click OK. You will now see a new dialog box open up like this
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Click in the box called “File name” and type in My Address List. This will now be saved for future use. You will be able to add or change this listing at a later date.
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Now click on Select Recipients and choose “Existing List” this will open up a new dialog box like this
Click on Documents and a list will come up. Double click on My Data Sources and click on your address listing and click on OK.
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Now Click on “Insert Merge Fields” and a new dialog box will come up like this

Click on “Title” and then click on “Insert”. Click on “First Name” and then click on “Insert”. Click on “Last Name” and click on “Insert. Click on “Address Line 1” and then click on “Insert”. Click on “Address Line 2” and then click on “Insert”. Click on “City” and then click on “Insert”. Click on “Zip Code” and then click on “Insert”. NOW click on “Close”.
Your label sheet should now look like this


You now have to separate the fields to get spaces between your address lines. To do this click between the >><< after Title and press the space bar. Then click between >><< after First_Name and press the space bar. Then click between the >><< after Last_Name and press enter. Then click between >><< after Address_Line_1 and press enter. Then click between >><< after Address_Line_2 and press enter. Then click between >><< after City and press space bar.
Your address line should now look like this


You now need to update the rest of the labels on your sheet. Click on the button called “Updated Labels” 
You now need to complete the merge which will put all your address’s into the label sheet.

Click on “Finish & Merge” button this will then open another dialog box, 

choose “Edit Individual Documents”. This will open another dialog box like this

Just click OK in this box and it will put all your address’s you have entered into your data base.

You can now print off all your labels on your printer. (NOTE: Print off a test page first to make sure that your address’s line up with the labels on the sheet.

Good luck and have fun.
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