Printing Address Labels

Using Microsoft Excel and Microsoft Word \
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This is what a blank workbook looks like.
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Next, Open Microsoft Word

When you first open Microsoft Word, you will
want to click on “Blank Document”, since we

are creating a new document.
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Here is your blank document
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Start Mail Merge

From there you will select START MAIL MERGE

and then LABELS, and a box will pop up.
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View your blank labels
Next, click SELECT RECIPIENTS
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Select Recipients

After clicking SELECT RECIPIENTS, choose USE
AN EXISTING LIST
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Find Your List

A box will pop up for you to find your list -
mine was called “Book 1”

Once you find your list, click the OPEN
button.
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Description  Modified Created Type
FRA2e 122225 PM 7202006 12:22:25 PM TABLE

Click OK

On the next pop-up box, simply click the
button marked OK
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If you are happy with the way it looks, simply
click OK




Click PREVIEW RESULTS

Almost Done! To see your labels, click
PREVIEW RESULTS

BHS G&- -
FILE HOME IMSERT DESIGM PAGE LEYOUT REFEREMCES MAILINGS REWIEW WIEY

Docurmentd - Ward ARLE TOOLS

DESIGH LAVOUT

S BRE P P b ARE Nl
- S Match Fie fis ) ind Recipient -
Envelopes Labels | Startbail  Select Edit Highlight Address Greeting Insert Merge Previews Finish &
Merge - Reripients - Recipient List  Merge Fields  Black  Line Field - |2 Update Lallels  gesyis heck for Errors Merge -
Create Start Mail Merge Write & Insert Fields dfiev Results Finish
0 GET THE WEWY OFFICE It's one of the perks of having Office 365, Seeuvhat's new ‘ | Update Office |
+
<<AddressBIuck»| «MNext Record» «Next Record»
«Mext Recard:» «Next Recards» «Next Recards»
«hext Recard: «Next Recard: «hlext Recards

«Mext Records «Mext Records «hext Records




View Your Labels

To see the rest of your labels, simply click
through the buttons - forward and back

When you are satisfied, click FINISH AND
MERGE
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Finish and Merge

When you click on Finish and Merge a pop-up
menu will appear - choose PRINT DOCUMENT
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Print Labels o1
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