Exporting Mail Merge Data from SMS – Creating Mailing Labels

Part 2 – Creating the mailing labels

Note: These instructions assume you are using Windows 2000 Professional Operating System and Office 2000 Professional.
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	Open Microsoft Word and select New from the FILE menu.  Select the Letters & Faxes tab and double-click click on the Mailing Label Wizard icon.
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	Check Create labels for a mailing list.  Click OK


	[image: image3.png]The next step n setting up the mail merge Is o specfy a data saurce,
Chaase the Get Data buttan.

188 o soumen

o sep

Mergs type: Maiing Labels
Main document: Dacumentd.

28 v e
e

3B on e dsvitive ot

e

e





	Click the Get Data button in step two and select Open Data Source… 
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	Browse to the merge-data.xls file in your mailing labels folder on your desktop.  You will probable have to change the file type to All Files to see the excel file.
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	Select Entire Spreadsheet – click OK
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	Click Set Up Main Document
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	Set the printer information as shown.  You will probably use Avery 5160 or 5161.

Click OK
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	Click the Insert Merge Fields button and select the fields that you want to show on the labels.  Remember to place a space between fields and hitting ENTER will force a new line.

Click OK
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	This is an example of a typical label showing the sponsor’s title, first name, last name on the first line – Line one of the mailing address on the second line and the APO/FPO AE and Zip on the third line.

After you have the label set the way you like, click OK.
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	Click the Merge button
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	Now merge into a New Document by clicking the Merge button.


Additional Tips

· Sort the merge-data.xls file before you create the labels.  You can sort the data using the Data menu in Excel.

· You may have to manually adjust your margins in Word to line up the labels correctly.

