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1. Preparing the Label Mail Merge Document

This is a one-off operation to be done for each label type that you want to use (eg, Avery 8162). The following instructions are based around MS Word 97, but should equally apply to other MS Word versions

Open a new word document

Go to Tools, Mail Merge on the menu bar

· Click Create (1. Main Document)

· Click Create

· Click mailing labels...
· Click Active Window
· Click Get Data (2. data Source)

· Click Open Data Source...
· Navigate to c:\sunbelt\tele,  and select (double click) label.doc 

· Click Setup Main Document
· select the required label (eg, laser and inkjet, Avery standard,product 8162), then click OK
You are now being asked to create the labels. Do this in the following way :-

· click Insert Merge Field, click name, then hit Enter to get the cursor down one line.

· Repeat the above for address1, address2, address3, then click OK

· Click close

Now save this file using File, Save As, and it is suggested that ot be stored as c:\sunbelt\tele\Label Mail Merge.doc

(Note :- the above process must be run after you have done one run of the 7-system address label process. This is so that the  file, c:\sunbelt\tel\label.txt can be used to define the label fields)

2. Running the Program

The following are some brief comments relating to the running of the 7-System address label generation process.

· When you enter address label print, by default, the mail/merge option is ON 

· Whether you print 'all selected', or 'only those who have responded', a
file called c:\sunbelt\tele\label.txt is automatically generated
·  At the completion of processing you are given a message as to what your
next step is
3. Preparing the Label Mail Merge Document

· Go to MS Word and open the file c:\sunbelt\tele\Label Mail Merge.doc
It points to the label.txt file and is set up to print on Avery 8162 labels

· It will populate the screen with some information BUT YOU STILL HAVE TO
RUN THE MERGE PROCESS. Do it in the following manner -

· Click on Tools (on the menu bar), Then Mail Merge...

· Click on the Merge... button (bottom left)

· Click the Merge button (top right)

· After some processing all labels will now exist in a new document.

· You can now print this document, save it or do whatever else you like
with it.

The above process (3.) must be done after each label generation run that is done within the 7-System.



