How to Make Labelsv

Open an Excel Spreadsheet. e AL

You'll need to make a spreadsheet - — -
containing the following information: i Number  Name Last
Student number 2} 1 B Blue
First name - EEENCT Eoss
Last name 6 5 Frankie Furter
Save. (Remember where you put this!) R e

9 8 llse Innis

Open a Word Document.
Save. (You might want to put this in the
same folder as your Excel spreadsheet.)

Click on the Mailings Ribbon.

FFFFFF

Click on Start Mail Merge.
Click on Labels.

Check the Label vendor (what brand are —
your labels?) e

Under Product Number, select the size of e

your labels (there should be a number on e S —
the packaging). -

Click OK. '

On the Mail Merge Task Bar, click on .
Select Recipients.
Since you already have a spreadsheet

1851

with student info, click on Use Existing 5 v amomm o |
List.

Select Data Source a -

¥ @-@ | X oimE-

Locate your class list spreadsheet and
click Open.
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Select Table PX
Mame Description | Modified Created Type
ict i st 12:00:00 AM  12:00:00 AM TABLE
If your CIaSS IISt IS on the 1 page IOf the Sheet2s 12:00:00 AM - 12:00:00 AM  TABLE
workbook (Ca“ed Sheet 1 ), select it and Sheet3s 12:00:00 &M 12:00:00 AM  TABLE
click OK.
< ¥
First row of data contains column headers 0 l [ Cancel
) 7 -
- Home  Insert Page Layout References Mailings Review  View  AddIns
HH H 1 H 1 =3 Envi 3 ERY ! 28 |H 4 oM
On the Mailings Ribbon, click on Edit ([ I Bt B
Reci pient List sr‘?ert,g’e]a.‘l Recsigl‘:?. < Insert Merge Field ~ 2] 2 Auto Check for Errors
" Create Start Mail Write & Insert Fields Preview Results

Mail Merge Recipients

&3

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. WWhen your list is ready, dick OK.
class list, xlsx [¥ 2 Candace
dass list.xlsx [¥  Downs 3 Dan
dass list.xlsx [v | Elis 4 Eva
dlass list, xlsx [v¥ | Furter 5 Frankie
dlass list wlsx [¥ Gotech [ Gary
dlass list, xlsx [¥ Higwatha 7 Harry
Make sure that all students are selected T E A -
- class list.xlsx [v L]
.
C I ICk O K . Data Source Refine recipient list
dlass list.xlex 4] sort...
3 Eiter...
%3 Eind duplicates. ..
¢ Find recipient...
(&) validate addresses...
(o) 6 - Document4 - Microsoft Word
. - = Home Insert Page Layout References Mailings Review View Add-Ins
CI k I t M F Id =1 Envelopes B e 0 ] Address Block (- & /R 4|1 [ b M| 2
ick on Insert Merge Field. smme (3 I
y Start Mail  Select di H T s —— Finish &
If ou Want the Stude nt S number on the Merge Recpients - Recpient Lt 8 inset Meroe Feia ] W Checktor€mors | ierge«
Create Start Mail Merge rrS—— Preview Results Finish

label, click on Number.

Name

Last

it Enter D_w H9-8 - Documents - Microsoft Word s
H 5|
4 =
- 7 Home insert  Pagelayost  References | Maiings | Review  View  Adddns @
Click on Insert Merge Field Jom DB @ D) e 2| AW [
. A 3l Labels i @ < o £ Find Recipient =
Start Mail  Select Edi Highlig gl Preview | Finish &
Merge - Recipients - Recipient List | Merge @15 Insert Merge Field| v "NQgesuits | Auto Checkfor Emors | Merge -
Select Name. o S e Togs  rEa— e i
Name £l
b
You'll want a Space between the 1% name
& last, so hit the Spacebar once.
Click on | tM Field
ICK On Insert ierge rieiaq. -
Select Last.
Home  Insert  Pagelayout  References | Mailings | Review  View  Addns @
=3 Envelopes j- T‘.@ ‘ﬁ j 12 Address Elock - || e .B 42 | b M| Y
& tabels =k @ 2] Greeting Line e ZJFind Recipient vl L
StartMail  Select Edit Highlight ) - , || Preview Finish & £
Merge - Recipients - Recipient List || Merge Fields & Insert Merge Field = 2] || pesutts | 3 Auto Checkfor Errors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
Cd

At this point, you can select the lines and
change the font, the font size, color, etc .

Callbri Boc~ [11 = A" A" A F
«Number» BI=w-A- :

«Name» «Lasts
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) | 70 7 Documenta - Microsoft Word Table Tools B
Whe n thiS 1 st |abe| iS exaCtI as vou Want A - @
y y 3 =1 Envelopes L ) 2 Address Black. B | &3 K 41 (] 2
. . . 3 Labels = Lg® gt j 2 Gresting Line 2 &i 2] Find Recipient w2
samveil seed ea iorignt R P &
CI ICk th e U pdate Labe I s |CO n (to th e rl g ht Merge = Recipients - Recipient List | Mergs Fields 3 Insert Merge Field ~| (21| || Rasuits | ¢ Auto Chedfor Errors | Merge -
T Start Ml Merge Virte & nser s e Resuts Finish
f | M F Id [ Update Labers 5
of Insert Me rge rieiqa). :
e
N A L L I b I . I I I k . t I . k th & ﬁf‘i information from the recipient
«NextR -
ow your apels will 100 JUS IKe e «Number» e ————
st Tl At
1 Onel «Name»«Last»l i
Do)\ 2 - Document4 - Microsoft Word Table Tools o mox
e e e tEm  ign )
=1 Envelopes j ;»\ “=} ) Address Block i1 oM i
5 Labels =) Ege & j 3 Greeting Line d Recipient e
Satwel seietEar jonigrt P
Merge » Recipients - Recipient List || Merge Fields O Insert Merge Field ~ Fto Check forErrors || Merge +
T Start i Merge iite & Insert Filcs Finien
C | H k t h P H R It H View Merged Dats 5
ICK ONn the Freview Results icon. -
document with actual data from
L3 your recipient list so you can see
Yt ok ke
«Number» «Next R o rirormonen
«Name»«Last»| «Namen«Last»
m‘ o & Decuments - Microsoft Word Table Tools =
- I Page Layout References Mailings Rexicw v Lauayt @
iig | 2
=1 Envelapes = == — 5 Address Black [ 3
5 Lavals = g &~ 2 Greeting Line d Recipient e
StartMail  Select Edit Highlight o) Finish &
Merge = Recipients * Recipient List | Merge Fields L Insert Merge Field ~ ito Check for Errors || Merge ~
Create Start Mail Merge Write & Insert Fields Finish
£
E
If want to make ch to ALL th § ’
you ant 1o ake c anges ? € BobbyBlug CandaceCane
m [ * label, and
labels, make changes in the 17 label, an
then click on the Update Labels icon.
3 4
DanDowns EvaEllis
G A Documentd - Microsoft Word Tabie Took — =%
T e re— Tl
L4 Envelopes n - = ) Address Black e =l AaBbCel
2 tabeis = (@ g4 = B Grectingtne 93 = (e Strang
Sortwel saet ot | mignignt ) ' revcn
Merge~ Recipients = Racipient List | Merge Fields T Insert Merge Field = [2) Results| | S Auto Check for
Crate Stort i erge Vinte e nsrt s P =
H H G print Documents
To print, put a sheet of labels into your | BF

printer (experiment to see which way is
up) or you can use regular copy paper, or
cardstock paper.

Click on Finish & Merge and Print
Documents.

OR

You can click on the Office button and
save this document. Later you can click

. .
on the Office button and then Print. i e
Ly/ Publish ¥ tech assessment.doc
X
| Close 4
- Lll:ll‘lglr_::l‘?i;prul‘j;s e Eva Ellis 1
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