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380151 Label Taantsld Microsoft Word

1. \fla MS Word udaiaaniazesila Mail Marge sagtl

b | Tools | Table ‘Window  Help
2|7 speling and Grammar...  F7 byl = Times Mew Roman  »
1=ii Research. .. alk+Click, T T TR
o be d

Word Counk, .,

Speech

Shared Waorkspace. ..

Letters and Mailings k || Mail Merge...

Customize. .. Shiow Mail Merge Toolbar

Cpkions. ., =1 Envelopes and Labels. ..

g Letter wWizard. .,

2. azil3ang Wizard Mail Merge 1w liidanviade Labels udap@n Next: gyl

Mail Merge .

select document type

What tvpe of document are
wou working on?

) Letters

() E-mail messages
) Envelopes

(%) Labels

() Directory

Labels

Print address labels Far a
group mailing.

Click Mext to continue,

Step 1 of b
& Mexk: Starting document
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3. lu Step 2 Wl¥ivinnsidentiadia Label Options... Agtl

Mail Merge
®|®|a

Select starting document

How do you want ko set up
waur mailing labels?

(%) Change dacument lavaout
() Start From existing document
Change document layout

Click Label aptions to choose a
label size.

] Label options. ..
Step 2 of &
& Mext: Select recipients

# Previous: Select docurment by

1% uSda wnad dnin

NAN MEE CO., LTD.

4. azifin Windows Label Options auxn iinaiu New Label... (lunsaiaaaireudaliiiasn Label Product

\flu Other/Custom ugniaen Label l/l¥1#iae) dagdl

Label Options

Printer information
{:} Dok matrix

(%) Laser and ink jet Travy: IManuaI Feed

Label information

Label products: Avery A4 and AS sizes

Product number: . !
o 4 Label infarmation

g i
| g
C2163 - Sticker

Sticker
3.81 cm
£.35 cm
A4 (21 % 29,7 cm)

X

= Type:
C2166 - Sticker Height:
2180 - Sticker i
C2241 - Sticker whidth:
ZZ242 - Sticker Page size:
ZZ243 - Sticker bt
[ Details, .. ] | Mew Label, . Delete [

(8]4

J

Cancel ]
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5. azifin Windows New Custom Laser 2unn e liisnivunauinaes Label fsgil

New Custom laser

X

Preview
Side margins
Tap margin |¥ fp—Horizarkal p|tch-l|
i | Mumber down
Wertical pikch idth
Heifht
—Tumber across———»
Label name: |
e Lseire:
Side margin: 07z2em % Label width: 6.35cm %

Vertical pitch:

Haorizontal pitch:

Page size:

Mumber across:

Mumber down;

5.1 1u1A18¢ Label A12 szl

Mew Custom laser

Preview

x)

Side margins

i izonkal pitch
TDDE‘ZﬁFﬂHr—HDHZDn al pikc] 41

Wertical pitch

idthy

HETht

Murmber
down

[

——humber across—————»

il

Label name:

Top margin:

Side margin:

‘ertical pitch:

Harizonkal pitch:

Page size!

|:'\.Ianmee Alz |
[0.35 | Label width: 7.9 &
i3,8 s Murmber across: 2 o |
ia,z E | Mumber down: 5 3 |
A4 (21 x 29,7 cm) |
l K l [ Cancel ]
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5.2 1u1A184 Label A9 szt

Manmee A% information ['z

Preview

Side margins

Top margin | + f—Horizantal pitch4-|
L—=

‘Wertical pitch e BiichE Mumber
J’ E'f down
)

r |

——HMumber across———

Label name: |Nanmee A9 |
Side margin: Label width:
‘ertical pitch: Mumber across:
Horizonkal pitch: Mumber down; 10 5

Page size: A4 (20 % 29.7 o) v|

[ Ok ] [ Cancel

—_J

A o

6. Wanatln OK aanudqudanintienansazlsngniss NRAnHmz1ed Label wdalinatlu Next: Ay

o]

o Step Z of 6

& Mext: Select recipients

@ Previous: Select document by
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7. T Step 3 Haziluniaiden vinde Browse iavinnisiaandeya

saaeinaitlu Excel File) Asgy

Select Data Source

Loak in: | @ Deskbop

¥ @-@ | Q X i3

v

(378%0) NHRIN1TazANNAT Label (11

= Tools =

li:'lMy Documents
j My Computer
WMy Mebwark Places

1 Addres

B

My Recent
Docurnents

[}

2 ‘.—:J
=\

o

-

My Documents

-

=
=
[

omp

C

Ler

£

1% uSdm wudl 9nin
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&
NU

select recipients

(%) Use an existing list
() Select From Outlook conkacts
() Type a new list

Use an existing list

s names and addresses
from a file or a database,

= Browse...

o

Step 3 of 6

% Mext: Arrange your labels

4 Previous: Skarting document
1 File name:
My Nstwork | Vl [ Mew Source... ] [ Open ]
Places Files of type: |P.II Data Sources (*.odc; *.mdb; *.mde, % | ‘
8. ¥iNnnaiaan Sheet 104 Excel Nildayanisininisaziiun Asgyl
Select Table |Z]
Mame Description | Madified Created Tvpe
1/10/2007 10:01:22 AM 1/10/2007 10:01:22 AM  TABLE
ShEEt2$ 1)10/2007 10:01:22 M 1/10/2007 10:01:22 &M TABLE
5heet3$ 1/10/2007 10:01;22 AM 1/10/2007 10:01:22 AM  TABLE
< | =
First row of data contains column headers Ok | [ Cancel J
. |
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AN v = Iy A LX o o P o A P o
9. @:N‘M‘mm\‘iLL@N?'WEI@:L@EIWU@N“@V]@%GM Excel File 211N ELML?qV]qﬂ']?L@@ﬂ?l'ﬂH@V]ﬁ]'ﬂﬁﬂq?qzv‘lNWﬂ\? Label n4

g1l wdanatlu OK iWasananuiinsnadandayaudaliinailu Next inavindunausall

Mail Merge Recipients @

To sort the list, click the appropriate column heading. To narrov down the recipients displayved by a
specific criteria, such as by city, click the arrow next to the column heading,  Use the check boxes or
butkons to add or remove recipients From the mail merge.
List of recipients:
*| Mame | Address 1 | Address 2

uithi uwudl fm 146 o msauiia wewdan  weuein A, 10500

Ui ABC ddm 726 Winmmats il wew.,,  weethnunan wuygs 11120

udr MM dfim 146 0. AFALALL WU, WswssUAS mad, 10200

¢ Select Al | [ Clear all ] [ Refresh ]

10. lu Step 4 azifunnseanuuuntinnn Label Tinnseanuuud Label usn tnaniinslddeninuy Label (lu

FnaeiaNNWAI9N B Aagl) udanmatu More Items...

: Mail Merge T

@ ®| A

Arrange your labels

If wou have not already done

5au aMext Fecords s0, lay out your label using the
first label on the sheet,

To add recipient information to
waour label, click a location in
the first label, and then click
one of the items below,

2] Address block. ..
|2 Greeting line. ..
+ ¥
wMext Becords wNext Records = Electronic postage. ..
5 More items. ..

‘when you have finished
arranging vour label, click
Mesxt, Then you can preview
each recipient's label and make
any individual changes.

Replicate labels _
«ext Recordn «MNext Recordn R

on the page by clicking the
button belaw,

Update all labels
| Stepdofb
| & Mext: Preview vour labels

@ Previous: Select recipients
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11. aziiAntieing Insert Marge Field 1w fagyl TWeiden deyafisiesnisaziiuniaslu Label usn fiaanisnayu

a

Insert

]

Insert Merge Field

Inserk:
() Address Fields (#) Database Fields

Fields:
Address 1
Address 2

[Matu:h Fields...] [ Insert ] [ Zancel J

12. innnsananusiauiinnaes Label WiEanias udanatlu Update all Labels uganails Next

Arrange your labels
3o «Namesy If wou have nat already done
Wl ey «Mext Becords 50, lay out vour label using the

first label on the sheet,

kedddress_2n

To add recipient information to
vour label, click a location in
the first label, and then click
one of the items below,

5] Address black. ..
5] Greetingline. ..

4 §
—+ Electronic postage...
«INext Records alfext Becords = PR

=] Mare items...

‘w'hen you have finished
arranging vour label, click
Mesxt. Then vou can preview
each recipient's label and make
any individual changes,

Replicate labels

‘ou can copy the layout of the
firsk label ko the other labels
on the page by clicking the
button below,

Update all |abels

Step 4 of 6

wMext Eecords wMext Eecords

& Mext: Preview vour labels

4 Previous: Select recipients
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13. Tu Step 5 19inm Next udnazidng Step 6 Fvaziilunisdaiud vz uniniilu MS Word ssgil

: Mail Merge v w
vau U3 wiudl 3 deu USi ABC dria C|8®|aA
2 4 =
146 A mRHHE waday 726 Wlaama sl waiaaya Complete the merge

= & ; :
LﬁJ'm.l’lﬁ‘iﬂ TI¥IH. 10500 L L uumﬁ' 11120 Mail Merge is ready to produce
wour mailing labels,

To personalize your labels,
click "Edit Individual Labels."
This will open a new document
with your merged labels, To

Say UEn T i make changes to all the labels,
switch back to the original

146 1.0 FANEI BAUTILAYUAN T e document,

LA T EUE T NIV, 10200 Merge

L35 Print...

L9 Edit individual labels. .,

Step 6 of 6
@ Previous: Preview your labels

= <1
LEERL LAEL

AWFLTIANTEANHFING 7] aRnTaTiazinvunedifiane uazazgniiuiinld ol 1Aseeiinii aNn
Nazindunnldlddnies o Inglisesailu Inedadnligaingdniniaunndlusiaetng (lude 5.1 uaz 5.2)
471 MS Word suztin liduludanluising wazinininuaninidi dauauinaesnseaslinnvunidu A4 uazioan

a o«

Wl AlifldTaneuves A4 Menniiazaslignsiasnumiumimes

> o A A e 2 )~ o A e e o o X 3
UBDAITTSN Lﬁﬁ‘@QWN‘WLLM@SLﬁ?@Q@iﬂﬂ?ﬁ‘mui‘tﬁliﬂ]ﬂumi&lL‘Vﬂﬂu Aatunan vuaiannlu Label 19

o Yy
FRNERA 3"]]@‘].|1’3 ML
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