Production of labels using Word 2003 Mail Merge
To create the labels you have to use the Mail Merge facility which is only available in Word, but you can create the table which holds the information in Word, Excel, Access or even PowerPoint, but I assume that you will use Excel.

Create your Excel table in the normal way making sure that each column has a title. Just as a suggestion perhaps you would use the following:-

Surname – First Name – U3a – Lunch? – e-mail – Postal Address – and anything else you would like to keep as a record. Save the table as an Excel file with an easily recognisable name. If you include postal addresses typically put the house number and street/road in a separate column to the district county and post code which should be in their own separate columns.
(When you get around to creating the labels you can choose which columns you require and which to ignore and even the order you wish the information to be printed, perhaps, First Name – Surname – U3A.)

Open up Word (make sure the Task Pane on the RH Side is visible) and under Tools select “Letters and Mailings”. Select “Labels” on the Task Pane. 

Select “Next : Starting Document at the foot of the Task Pane.
Click on “Label Options” in the Task Pane.

In the ”Label Options” window which will appear – select “Laser and Ink Jet” – Default Tray – and in the Label Products window select “Avery A4 and A5 sizes”. Scroll down the product numbers and choose “J8162-Address”.

Click OK

The blank labels should now appear in the main area.

At the bottom of the Task Pane – Select – Next: Select recipients.

( You should now be on Step 3 of 6 )

Make sure that “Change Document Layout” is selected.

Select “Next : Select recipients” at the foot of the Task Pane.

Select “Browse” and find the Excel file you saved as the Table. – Select “Open”
You will now have a window called Select Table and it will probably be offering you three sheets with the top one highlighted (this is the Excel default). Select “OK”.
You will now see a window “Mail Merge Recipients”. Choose “Select All” and then “OK”.
At the bottom of the Task Pane – Select – Next: Arrange your labels.

(You are now on Step 4 of 6)

Under the top part of the Task Pane  - Select □ More items........

You will now see a window with all your table column headings. Select the headings one at a time and insert (it goes into the top left hand label). When you are happy, select close.
You can now use the normal Word controls to change the font style and size and even colour if you like. You will probably put a space between the First and Surname and U3A on the next line.

When you are happy – select- Update all labels.

Don’t be alarmed at all the printing that appears Select – Next; preview your labels.

And that should be that.

I would save the final file with a new file name like Attendees Labels or something.

I chose the label size as they are commonly available and you can use the above for producing address labels. The most common label in the UK is the:-           DECAdry OLW-4732 in packs of 30 sheets or DECAdry DLW-1732 in packs of 100 sheets.
