Creating Labels

The following are instructions for creating labels using a report saved as an Excel spreadsheet and Malil
Merge in Word. These instructions were made using Microsoft Office 2010.

STEP 1: Save Ad-Hoc Report as Excel Spreadsheet

STEP 1A: Delete all tabs except for the tab being used to create
the labels and save the spreadsheet

STEP 2: Start Mail Merge Process

a. Open a new Word document
b. Click the Mailingstab

c. Inthe Start Mail Merge group, click the drop-down arrow next to Start MailMerge

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

= P

=1 E 2 G

Envelopes Labels | Start Mail = Select Edit Highlight Address Greeting Insert Merg

Merge = Recipients = Recipient List | Merge Fields EBlocl Line Field

Create D Letters _ Write & Insert Fields

E-mail Messages

Envelopes...

Labels...

D Directory

E| MNormal Word Document

o [ D

- [5] Step-by-Step Mail Merge Wizard...

d. Click on Labels. The Label Options dialog box willopen.
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STEP 3: Select Printer Tray and Labels

See print screen on next page.

a. Select Tray 1 from the Tray drop-down

b. Select Avery US Letter from the Label vendors drop-down

c. Scroll down and click on 5160 (this assumes you are using the labels provided by CSC on the
Request for Supplies form - if not, select the correct vendor and labeltype)

d. Click OK

Label Options

Printer information

D Continuous-feed printers
(®) Page printers Tray: |Tray 1

Label information

Find updates on Office.com
Product number:

5152 Flexible Name Badge Labels ~
5153 Print or Write Flexible Mini Name Bad
5154 Print or Write Flexible Mini Name Bad
5155 Easy Peel Return Address Labels

5159 Mailing Labels
IE' 5160 Easy Peel Address Labels i

Details... Hew Label...

If you do not see label lines on your document:

Click in the middle of the page. The Table Tools will appear on the ribbon.

the Layout tab.

Click on View Gridlines.
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STEP 4: First Time Creating Labels? If not, skip to STEP 5.

a. Click the File tab

b. Click on Options at the bottom of the File menu. This opens the Word Optionswindow.

c. Click on Advanced
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Word Options

Papular [] Frompt betare saving Mormal template =
Display |:| Alwrays create backup copy
[0 copy ramotely stared fites onto your computer, and update the remote file when saving
Freafing [#] allow background saves
Save =
Presevwe fidelity when sharing this doowment: 'L_!l] Coeumentd w
advaneed —| LS
|:| Caye smart tags as MK propertizs in \Web pages
Customize

D Suve form gata a5 delmited bext Tile
~ 0 fng E Embeed lingyistic data

[#] Embed smarnt tags
Truft Center

Reésources E

[ Provece feeaback with gownd
l:! Prande rzednﬂk. witkh Anisnation
E [E} [Confinm file fomat congersion i:'-'n"-;'bin'-]
T ¥} Updste aytomatac ks st open

[ anow opening a document in Drait view
|:| Allow background open of yeb pages

D Show sdd-in yser interface errors
tlailing agdress

i [Eile Locations... ] ['.'.{b I:IEthm-... ] [ EEFXJE'E'I:'DI:IDHS\...J

Comipatibility options for: l._.i'l Dotumentl -
Lay ot thds dogumend a5 i created in: | Migrosoft Office Word 2007 =

& Layout Options

w

LT o ) o |

d. Scroll to the bottom to the General section

e. Click the Confirm file format conversion on open check box

f. Click OK

STEP 5. Connecting Labels to Your Report

a. If you completed STEP 4, click on the Mailings tab. Otherwise, if you skipped to STEP 5, start on Step b.

b. Click the drop-down arrow next to Select Recipients in the Start Mail Merge group.
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c. Click on Use Existing List
d. The Select Data Source window will open. Find your saved report and openit.

e. The Confirm Data Source dialog box will open. Click on MS Excel Worksheets via DDE (*.xIs)

Confirm Data Source M

Dpen data source:

Recover Text from Any File via Converter [*.%] -
WordPerfect 5.x via Converter [*.doc)

WaordPerfect 6.x via Converter (*.wpd:*.doc) \
Waorks 6 -9 Document via Converter [*.wps) —
M5 Access Databases via DDE (*.mdb;*.mde] H

M5 Excel Worksheets via DDE [*.xls
P15 Query Files via DDE [*.qry;*.dqy)
dBASE Files via ODEBC [*.dbf, ndx, mdx] &

<’§hnwan ) | ok || cane |

£

NOTE! If you don’t see the MS Excel Worksheets via DDE (*.xIs) in the list, click on Show All. Scroll up or
down. Click OK.

NOTE: If you see this error:

Microsoft Word ¥

| Word could not re-establish a DDE connection to Microsoft Excel to complete the current task.

Show Help > =

Use the default OLE DB instead:

i Y
Confirm Data Source M
Open data source:
OLE DE Database Files "
[7] Show all | ok || cancel
.
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f. The Microsoft Office Excel dialog box will open.

We are going to use the entire Microsoft Office Excel spreadsheet, not just specified cells.
Click OK.

. 9| =/ |

Microsoft Excel

Mamed or cell range:
Entire Spreadsheet

Entire Spreadsheet -

L. A

Your Word document should now have <<Next Record>> displayed in each label:

«MNext Record» «MNext Record»

«MNext Record» «MNext Record» «MNext Record»

STEP 6. Creating Malil Merge Fields

NOTE! Mail Merge Fields correspond to the column headers in your report (Excel spreadsheet) and are
designated by << >>, which do not display on the actual printed labels.

a. Double-click on Match Fields in the Write & Insert Fieldsgroup
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The Match Fields dialog allows you to match typical label fields with the column headers in your
report. Only match those that you want to display on yourlabel, by clicking on the down arrow to
choose the data field that should be matched to that particular Address Block field and that should
appear on the label.

Match Fields ? *

In order to use special features, Mail Merge needs to know which fields in your
recipient list match to the required fields, Use the drop-down list to select the
appropriate recipient list field for each address field component

Required for Address Block A
First Name Authorized_Representatives_MName .-
Last Name [not matched) w
Suffix [not matched) -
Company [not matched) i
Address 1 Address a
Address 2 [not matched) i
City City w
State State "
Postal Code Zip_Code -
Country or Region [not matched) i

Optional information
Unigue |dentifier [not matched) vl ¥

Use the drop-down | <ts to choose the field from your database that
corresponds to the address information Mail Merge expedts (listed on the left.)

[]:Remember this matching for this set of data sources on this computer:

The following are applicable to the specific report: View Appointments for Dates. However, the same steps
apply for any labels you may be creating.

C.

d.

h.

Click the drop-down next to First Name and select PROXY_FIRST_NAME
Click the drop-down next to Last Name and select PROXY_LAST NAME
Click the drop-down next to Address 1 and select ADDRESS

City, State and Zip Code probably auto-matched. If not, select those also.

Click the Remember this matching for this set of data sources on this computer check box
to insert a checkmark

Remember this matching for this set of data sources on this
computer

0K ] [ Cancel

Click OK
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The Insert Address Block dialog box will open and display how the labels willappear

-
Insert Address Block

= =)

Jash
Josh Randall Ir.
Josh Q. Randall Jr.

Joshua Q. Randall

Specify address elements
[¥] Insert racipient’s name in this farmat:

loshua
Joshua Randall Jr,

I,

1
-

United States

Insert company name

| [+ Insert postal address:

Mever include the countny/region in the address

(@ Only include the countryregion if different than:

Ahvays include the country/region in the address

[+ Format address according to the destination country/region

Preview

Here is a preview from your recipient list:

1 b I

BOONEY GOLDEN
123 SWEETEST DOG LAME
BlG LAKE, MM 55309

Correct Problems

If items in your address block are missing or out of arder, use
katch Fields to identify the correct address elements from

your mailing list,
Match Fields...

| ok || cance |

k. Click OK

Your Word document should now display <<AddressBlock>> on each label:

whddressBlock»

wMNext Record»

wNext Record»

.  Double-click on Update Labels in the Write & Insert Fieldsgroup.
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Your document should now display <<Next Record>><<AddressBlock>> on each label:

wAddressBlock» «MNext Record»«AddressBlocks wMNext Record»«AddressBlocks

STEP 7: Creating the Labels Document, Saving It & Printing

a. Click on the drop-down arrow next to Finish & Merge

FILE HOME IMSERT DESIGM PAGE LAYOUT REFERENCES MAILTNGS REVIEW VIEW ACROBAT DESIGMN LAYOUT
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] 3 L= : 2¥ Match Fields [0 Find Recipient i
Envelopes Labels | Start Mail — Select Edit Highlight Address Greeting Insert Merge Preview Finish & | Mergeto

Merge~ Recipients = Recipient List | Merge Fields Block  Line Field ~ réUpdateLabels Results B}ChECkaE”O’S Merge = | Adobe PDF

Create Start Mail Merge Write & Insert Fields Preview Results E‘D Edit Individual Documents...

L "g"""'“'""'”"lﬁ?&'] ?@ErintDccuments...

| D Send Email Messages...

b. Click on Edit Individual Documents...

c. The Merge to New Document window will open

Merge to Mew Document @

Merge records

I

(7 Current record

() Erom: To:

d. Click the OK button
e. A new Word document will open with yourlabels

+
BOONEY GOLDEN BAILEY LABRADOR MUBBINS SHITZ ZU
123 SWEETEST DOG LANE 345 BEST DOG DRIVE 367 ANKLEBITE AVENUE
BIG LAKE,MN55309'| BIG LAKE, MN 55309 ZIMMERMAMN, MMN 55398

f. Save this document as your labels (Click onFile...Save)

g. To print:
e Place your labels into Tray 1
e Click onFile

e Click on Print
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STEP 8: Saving the Labels Template Document and Re-Using It

NOTE! You can edit the labels by clicking on Edit Recipient List in the Start Mail Merge group on
the Mailings tab. You can delete individual records from your labels by removing the
checkmark in front of each record. The highlighted record in the Edit Recipient List will display in
the first cell of the table when you leave this screen. Click on the top record to highlight before
exiting to return to the original label display.

a. If you are going to create these labels again using the same Excel file (you can update the
Excel file as long as the name of the file remains the same). Click on File...Save to save the
template for your labels (save it to the same folder as your Excelfile).

b. Click on the Mailings tab.

c. Click on Finish & Merge.

d. Click on Edit Individual Documents...

e. Click the OK button on the Merge to New Documentwindow

f. Asecond Word document will open with the new labels.

Revision History:
e March 2017 — updated images

e April 2017 — Added print screen for work-around if ““...unable to re-establish DDE link...” error occurs
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