How to Make Labels

Open an Excel Spreadsheet.

You'll need to make a spreadsheet
containing the following information:
Student number

First name

Last name

Save. (Remember where you put this!)

E Microsoft Excel - lists for labels.xls
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Open a Word Document.
Save. (You might want to put this in the
same folder as your Excel spreadsheet.)
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Click on Tools.
Click on Letters and Mailings.
Click on Mail Merge.
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Step 1 of 6

On the Mail Merge Task Bar, select
Labels.

At the bottom of the page, click on Next:
Starting Document.
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Step 2 of 6

Click on Label Options.

Under Product Number, select the size of
your labels (there should be a number on
the packaging).

Click OK.

Click Next: Select Recipients.

Step 3 of 6

Click Browse.

Locate your Excel spreadsheet with your
class information.

Make sure it is selected.

There should be a check next to First row
of data contains column headers.

Click OK.
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Check that all your students have a check.
Click OK.

Click Next: Arrange your Labels.

Mail Merge Recipients |

To sork the lisk, click the appropriate column heading. To narrow down the recipients displaved by a
specific criteria, such as by citw, click the arrow next ta the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge,

Lisk of recipients:
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AMDE...  SYDMEY 2

BINDS...  MEGAM 3

BLAKE BRETT 4 L |
BREID... ASHLYWD 5

CRAIN  CORBIN &

GOHEEMN | JACOB 7

HERREM  GABRIE... 8

KETCH...  GAWIN 3

KISELL | KELLY 10

LUNDS...  MASOM 11

MCERL..  DA&KOTA | 12 J;l
] | »
Select all I Clear all | Refresh |

Find... | Edit, . | yalidate |
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Insert Merge Field |

Insert:

Step 4 Of 6 " address Fields ' Database Fields
Click on More ltems. —

Select the student number or seat

number. )

Click Insert. Fe

Click First. Click Insert. o

Click Last. Click Insert. Fio

Click Close. s -
Fis =

Match Fields., .. | Insert I Zancel |
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<<first>. Hit the space bar (This will put a DEER@RITE L RBI|9-0 8
space between the student number and M ol Tresientern 02 0 B 2 U (B[R
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their first name.)
Do the same between the first & last I
name. :
You can also select everything in this first | i e
label and change the font and the size, -
add a clipart, whatever you wish. ] e Becords | fesRecords

E] Mare items. ..

When you are finished with the 1% label,
hit the Update all labels button. This will T
apply all your changes in the 1*' label to et Resarin i

the whole sheet of labels!

«lMext Records

Click on Next: Preview your labels.

% Mext: Preview your labels

4 Previous: Select recipients

If you want to make changes, you can S — —
easily click and delete

select all to change the font, size or color
add a different clipart to each label | momewemsor SBEEL enpScare
whatever you would like to do. 8 5 ASHLYND
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To print, put a sheet of labels into your | 7.acoB GoHEEN BGABRIELLA | g saviNKETCHUN 58
printer (experiment to see which way is Ao P
Up) and File. Print. | TOKEHYKISEL LUNDSTED MCBRIDE

- 13 EARL MITCHELL 11{552/)3'? 15glfgél_'\|‘_OR Bl steosors
You might also want to save (File and A __J i

Save As) so you can use again later.
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