<Tools> <Mailmerge> :- Wizard starts   
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Main document create button, choose Mailing Labels, choose new main document 

Press get data button and open data source.  

Browse for your spreadsheet.  

Choose entire spreadsheet.  

Set up main document.

The Label option window opens:-  Choose the correct label format from ref number.
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The main document and data source are now availble. Choose the Setup.
button to lay out your main document.

188t soament

;

Data: Labels Test Spreadshest.s!Entre Sp...

3B et it e coumen

Merge. Query Optons...

Optons n effect:
‘Suppress Blank Lines n Addresses:
Merge to new document

»u will find

t Name’
i

Printer information
Dot matrix
 Laser andink jet

Tray: [pefauit ray (Paper Feed Switc v

Product number:

Label products:  [Avery A4and AS sizes. =]

L2186 Mini -Diskette
L7159 - Address.
L7160 - Address.
L7161 - Address.
L7162 - Address.

L7164 - Address.

381am
s3am
4(21x29.7am)





The create labels window opens :-  (Insert the fields you want in the order you want
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Mailmerge helper window re-opens
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Choose the Insert Merge Field button to insert merge fields into the
‘sample Iabel. You can edit and format the merge fields and text in the
‘Sample Label box.

Insert Merge Field + Insert Postal Bar Code..

Sample label:
[First Name» «Last_Name»




Click merge

Labels appear as a document
