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Importing into MS WORD for Labels

I. Open MS Word.

II. Open your exported .txt or .csv data file in Word: 
Click File – Click Open – In Look in: select correct drive for exported path – In Files of type: select ALL Files  – Double click on the exported .txt or .csv file.

III. Then rename this file: (This new file will be used as your Data Source.)

Click File – Click Save As… – In Save as type: change to Word Document  – Click Save

IV. Close this Data Source document.

V. Open a Blank Document:

Click File – Select New… – Choose Blank Document  – Click OK

VI. Select Tools from the main menu bar, choose Mail Merge.
A. Click on the 1 Main Document: Create button.

1. From the Create pull down menu, select Mailing Labels.  

2. A window will appear with the option to create a new document or use the active one, select Active Window.

B. Back at the Mail Merge Helper menu, click on 2 Data Source: Get Data button.

1. From the pull down menu select Open Data Source.  

2. From the Open Data Source window open your data source file. 
In Look in: select the correct drive the file is located in – In Files of type: select All Files – Locate the file you exported and saved as a Word Document  which will have a .doc extension – Double click on the file.

3. A window will appear on its own saying, “ Word needs to setup your main document.  Choose the Set Up Main Document button to finish setting up your main document.”  Select Set Up Main Document.  

4. Label Options window will appear, then choose your desired 

a. Printer Information defaults will probably not need to be changed.

b. Label Products: 

c. Product Number: 

d. Click OK.

6.   Now the Create Labels: window comes up. From the Insert Merge Fields drop down menu, click on the desired fields in the desired order, inserting in spaces and typing in punctuation as appropriate. The information in the text window should look like an address when finished.  Notice the EXAMPLE below.  Click OK when finished formatting the label.

	«First Name of First Contact» «Last Name of First Contact»
«Sponsor's Name»
«Sponsor's Street Address»
«Sponsor's City»,  «Sponsor's State»  «Sponsor's Zip Code (First 5 digits)»



NOTE: If you want to preview and correct fields of the exported records, return to the Mail Merge Help window and click the 2 DataSource:Edit  button to get to the Data Form window.

C. Now merge the data into the letter.

Click Tools – Select Mail Merge – Click 3 Merge… – In the Merge window, click on the Merge button.   

VII.   Repeat Step II. to Save this label document.  

VIII. Put your label sheets in the printer, then Print:

Click File – Click Print…

For Microsoft internet assistance http://support.microsoft.com/directory/default.asp?&SD=GN 

or call Microsoft at 800-936-3500.
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