Label Printing
The easiest way to print labels is to use a standard option in either Microsoft Word or Open Office. In Word you use the Mailmerge option found under <Tools> <Mail Merge>, in Open Office Writer you use the labels option found under <File> < New>

These options both work in similar ways they take the following steps

1. Get information from a data source, you decide what information.

2. Format it into a appearance that you design

3. Print the labels.  NB. these days all labels come in A4 sheets pre-cut and once  printed can be peeled off. 

1. Data Source
The data can come from spreadsheets such as Microsoft Excel, or it can come from a database such as Microsoft Access or Open Office Base.

You have to decide what information you want to put on your labels as follows:-

Databases, if you are getting the data from a database you will find that it is organised under headings called ‘fields’, eg “First Name”, “Second Name”, Post Code”, “Telephone Number”, “Email”. 

Spreadsheets, if you get the data from a spreadsheet it is organised under column headings.

The appropriate wizard will guide you through the process all you have to do is decide which fields or column headings you want to include. If there are any empty spaces in your data, eg the spreadsheet may contain columns headed “Addr 1”, “Addr 2”, “Addr 3” not all of which are filled in, the software should close up the lines of any missing entries so you will end up with a neat label.  NB. IMPORTANT If you want to use a spreadsheet in Open Office you have to convert it to a database, use <File><Wizards><Address Data Base> to do this. 

NB. If your data is in an Email Address Book you can convert it to a spreadsheet as follows. First choose the export option. Choose the format of the file as comma separated. Put it somewhere you can remember. Open excell or other spreadsheet and choose open file. Choose the file name you have just saved. Help note. If you make the first entry in you address book contain the appropriate field names eg Addresss 1, City, Post Code to correspond with the entry names in your address book then they should appear as headers in your spread sheet. If not you will have to enter the headers in the appropriate columns yourself. Some Email software for example ‘Hotmail’ which uses Outlook allow you to export direct to a spreadsheet and all the column heads are suitably labelled.

2. Format
In all label software you have the option of choosing the label size, number per sheet etc. Look for the ‘Avery’ template number on the packet of labels, if you enter this it will sort all this out automatically and easily. Don’t forget you may want to indent or centre the address as part of the formatting.

You can also decide how it appears, eg. The order of the data, its font size and style. 

NB don’t forget you have dozens of different font styles available on Word and Writer as well as bold and italic. If you can’t find one to satisfy you Google “Fonts” and you will find hundreds of free and pay for fonts available.

3. Print the labels.
If you are using Word the labels will be completed ready for printing. If using Open Office it is at this point you have to add the data, click the data sources icon and choose the source and number of records. If you want to save the final document to use another time you can.

Extras to make the labels look better.
If you want to you can insert a picture on your label, just use the ‘Insert’ menu on the toolbar and select a picture from file, You need to make sure it is small enough to fit on as well as your words, do this by trial and error. If you want a fancy border or other art work around your words then the only way I know how to do this is by double printing. You need to have a separate document formatted with the same style of labels so you can easily see how to fit the border, you can then use text boxes or line drawing to set out the border you want on each label. You need to make sure the words fit within the border, trial and error. Then, once you have printed the labels with the words you simply put the sheet of labels through again to print the border.

NB With all this work it is always worth a trial print on plain paper to check that the labels will appear correctly aligned.
