Creating a Mail Merge for Labels

From an iMIS Spreadsheet in Word 2000

1. From a blank Word document, select the Tools pulldown menu

2. Select Mail Merge
3. Under Main Document, select Create, then select Mailing Labels
4. Select Active Window
5. Under Data Source, select Get Data, then select Open Data Source
6. Under Files of Type, select MS Excel Worksheets and steer the application to where the data file CEC sent you resides and select it.

7. When prompted for the cell range, click OK on Entire Spreadsheet
8. When prompted, select Set Up Main Document

9. Select the type of labels desired and click OK
10. In the Create Labels box, press Insert Merge Field and begin the process of adding the desired data fields into the label in the format you wish them to appear.  Click OK when done.

11. Press the Merge button, and when done, then press the Merge button again to begin the merge.

12. When it finishes, a new Word document called “Labels1” will be produced with your labels.

Creating a Mail Merge for Labels from an iMIS spreadsheet in Word 2003

1. Select Tools, Letters & Mailings, Mail Merge
2. Off to the right side of the screen, select Labels
3. Off to the right side of the screen, select Starting Document
4. Off to the right side of the screen at the bottom, activate the Change Document Layout checkbox

5. Off to the right side of the screen midscreen, Label Options
6. Select desired label type & click OK
7. Off to the right side of the screen at the bottom, select Next: Select Recipients
8. Off to the right side of the screen at midscreen, select Browse
9. Steer to the data source (the Excel spreadsheet you received from CEC) & click Open
10. Activate the First Row of Data Contains Column Headers checkbox & click OK on the Select Table box

11. Click OK on Mail Merge Recipients box

12. Off to the right side of the screen at the bottom, select Next: Arrange Your Labels
13. Off to the right side of the screen at midscreen, select Address Block
14. Click the Match Fields button at the bottom of the Insert Address Block window

15. Make sure all of the fields in the source data file on the right side of the box match with Word’s required fields on the left & click OK when done.

16. Click OK again

17. Off to the right side of the screen, press the Update All Labels button

18. Off to the right side of the screen at the bottom, press Preview Your Labels
19. Off to the right side of the screen at the bottom, press Complete the Merge
20. Off to the right side of the screen midscreen, select Edit Individual Labels
21. Click OK on the Merge to New Document box

22. After the merge completes, a new document called Labels1 will be created that contains your labels

