Labels (Using Windows XP)
If you want to make labels but you only want up to 30, then follow Option 2. If you want to make labels and you need more than 30 labels, then follow Option 1.

Option 1
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Click on the word “Tools” on the Menu bar
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Then select “Letters and Mailing”
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Then select “Mail Merge Wizard”
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A Menu bar will appear on the right 

Hand side of the screen. Select the

Labels button.
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Click on “Next: Starting document” 

at the bottom right hand corner of 

the page.
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Now select “Label options”
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Click on the down arrow

of “Label products:” and

select “Avery A4 and A5 sizes.”
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Click the down arrow 

On the Product number and

scroll down until you select

L7160 and click OK.

(This will give you 3 labels 

across and 7 down).

You can of course use what

labels you want, but this one will

take most address’s and give the

most per page.
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When you have completed this save it

as “Label Blank”.
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To do this click on

“File” on the Menu bar, click on

“Save As…” and save it in “My Documents.”

This will now be ready for your next batch

of labels.
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You are now ready to type you names and address’s. Click in the first box and start typing.
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The address will be “Align left” and will start in the middle of the label and will expand up and down automatically. If you want to change the align layout then use the “Alignment  button’s” on the Menu bar.












Align Buttons

To move the cursor to the next label hit the “Tab key” twice. (You will see the cursor blinking in the second label”.
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When you have typed all your

address’s, click on “File” on the

Menu bar, click “Save As…” 
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and save it in my documents.

(Do NOT use the words “Label Blank”

as this is your master).
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Option 2

[image: image18.png]Save Address List.

Sovein |2 My atoSources | 7] @ @ X N Tk

@lreerathess

Favortes

Filname:  [Peter address 2

My Network.

Places  Save astybe: [Mcrosoft Offce Address Lists





Click on the word “Tools” on the Menu bar
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Then select “Letters and Mailing”
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Then select “Mail Merge Wizard”
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A Menu bar will appear on the right 

Hand side of the screen. Select the

Labels button.
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Click on “Next: Starting document” 

at the bottom right hand corner of 

the page.
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Now select “Label options”

[image: image24.png]Mr.-Peter Males ]
200 Anywhere Road
Kermpston ]

Bedford. MK11-1 MK

on

o

o

on

on




[image: image25.png]“wo |

Step5of 6
@ Next: Complete the merge

< Previous: Arange your lsbels



Click on the down arrow

of “Label products:” and

select “Avery A4 and A5 sizes.”
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Click the down arrow 

On the Product number and

scroll down until you select

L7160 and click OK.

(This will give you 3 labels 

across and 7 down).

You can of course use what

labels you want, but this one will

take most address’s and give the

most per page.

You will now see a page of labels.


In the bottom left hand corner of the page you will 

see “Next: Select recipients.” Click on this.


On the next page at the top left hand side you will

See “Select recipients.”

Click on “Type a new list” and then click on “Create”.


You will see a “New Address

List” form.

Type in all the information 

needed.

Be sure to put in what it asks

for i.e. Title: Mr. & Mrs.,

Then “Tab” to get to the next

line, First Name: Peter 

“Then Tab” to get to the next

line, Last Name: Males, etc.

Leave the Company Name

blank. The City is our The Zip Code is our

Post Code.

When you have completed

The first address, click on

New Entry to start a new

address. 

Do this until you have added all your address’s. Then click on “Close” to save your listing.

It is IMPORTANT that ALL the address’s are typed the same way as is used to make up your address listing.

When you have clicked close you will have “Save Address List” screen appear.

Type a name you want to call this listing. (Below you will see I have put in Peter address 2) Click “Save”.


The next screen to appear is “Mail Merge Recipients”. This allows you to remove or add names to your listing. Generally you will not use this, so just click “OK”


On the right has side at the bottom you will see 

“Next: Arrange your labels”, Click on this.


On the next page you will see on the right hand side

Arrange your labels. Click on “Address block…)


The “Insert Address Block” gives you a

choice of inserting or not inserting.

The layout is already set for your

requirements, just click OK.

On the next page in the bottom right hand corner

Select “Next: Preview your labels”

This page shows what you labels will look like. 



If you are not happy with this layout, then click

Previous: Arrange your labels” and make the

Alterations.

To complete your labels click on “Next: Completer the merge”.


This final page gives you the option of printing your labels or editing individual labels, i.e. change of address, deleting etc.

Make sure that you have the right label sheet in your printer before clicking Print.
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