Production of labels

Using mail merge in Word 2007
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1. Ensure Change document layout is selected
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Printer information
() Continuous-feed printers

@) Page printers

Tray: |Default tray (Main h'# E

Label information

Label vendors: | Avery A4/A5

Label information

Type: Address Label
Height:  3.81cm
Width: 6.35am

Page size: 21cmX 29.69 cm
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3. Click OK
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Browse through folders until you find relevant file. Select File
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. Ensure everything you want ticked is
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Mailings tab

Format first cell as\you wish, e.g. Use down arrow, then carriage return to get
into centre of cell, $elect Bold and Centre alignment and 16 font size
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list to the document, such as "Last
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Select next field, e.g. U3A Click Insert, then close
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-|| Arrange your labels

If you have not already done so,
lay out your label using the first
|abel on the sheet,

To add reapient information to
your |abel, dick a location in the
first label, and then dick one of
the items below,

5] Address block...
5 Greeting line...

Frances Ashworth
Witney U3A

|Ej Electronic postage. ..
A More items. ..

When you have finished
arranging your label, dick Mext.
Then you can preview each
redpient’s label and make any
individual changes.

Replicate labels

“You can copy the layout of the
first label to the other labels an
the page by dicking the button
below,

Update all labels

Click on Update all Labels
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your label, dick a location in the
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2 Greeting line...
|_=j Electronic postage. ..
3 More items...
When you have finished
arranging your label, dick Mext.

Then you can preview each
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You can copy the layout of the
first label to the other labels on
the page by dicking the button
below.
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Click Update all Labels




N Each cell should now contain the correct template
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Save this file now as ........ labels template in relevant folder



Click Finish & Merge, then Edit Individual Documents
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Check all the names are present
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Frances Ashworth Pamela Assender Daphne Baker
Witney U3A Oxford U3A Reading U3A
Stuart Barnes John Belk Jean Boucher
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When happy with everything, file with relevant
name in selected folder



