How to mail merge labels from an Excel Spreadsheet
1)Open new Word Doc
2)Mailings Tab > start mail merge > (pull down)Labels                      3) Choose the correct label number from list:
[image: ]                [image: ]

4) Then the layout grid of the labels appears.                  		5)  Select Recipients> Use existing list.  
Find & open the Excel Doc in your folders
[image: ]
[image: ]


6) Under Select Table, highlight Sheet 1$ and hit OK.		7) This appears:   [image: ]     [image: ]
8)  Insert Merge Field				9)  Choose each field in the first label by clicking on the pull down
[image: ]        [image: ]

Update Labels						This is what happens.
[image: ]   [image: ]
10) Preview Results					11) Finish & Merge (pull down Print Document)    Done!
[image: ]                  [image: ]
You can then save this layout as another document.
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