Creating mailing labelsin the Menagerie_Kennel database using the label wizard

1. In the Navigation Pane, use a single left clickh&f mouse to highlight the query to be
used for the mailing labels.
2. Click on the ‘Create’ tab on the menu. Click ‘Ladiedn the ribbon.

-
Label Wizard

This wizard creates standard labels or custom labels,

What label size would you like?

Product number: Dimensions; Mumber across:

T ——n g
| Avery USA 8161
Avery LSA 5162

Avery USA B163

Avery USA 8164 313" x4

[Init of Measure Label Type

i@ English (71 Metric @) Sheetfeed (™) Continuous
Filter by manufacturer; Avery E

Customize, .. |

Cancel | < Bz Mext = |

3. Select the type/size of address label you wansé The common size is Avery USA
8160, 1” x 2 5/8” numbering 3 across on a shederAfighlighting your selection, click
‘Next'.

4. Choose the font and color specifics for the lab@lgk ‘Next'.
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Label Wizard
‘What font and color would you like your text to be?
Text appearance
Font name: Font size:
Times New Roman ol 12 Tia]
Font weight: Text color:
sl (=
[ Talic [T] Underline
| cancel | | <Back | mext> | | Fne

5. Set up the prototype label (this is the layouthef data fields as they should display for
printing). Notice there is a space between {Firatri¢} and {Last Name} as well as
between {State/Province} and {Zip/Postal Code}. fiches a comma between {City} and
{State/Province}. This creates the proper addragsut for an envelope. You must place
your cursor in the Prototype label box to add theces and the comma. Without these
the pieces of the address all run together onatibel| Once you’'ve completed the set-up,
click ‘Next'.

r N
Label Wizard
B ; o | What would vou fike on your mailing label?
* Construct your label on the right by choosing fields from the left, You may also
| - type text that you would like to see on every label right onto the prototype.
Available fislds: Prototype label:
Last Name . [First Name} {l ast Name}
gijress {Address}
State Province |_| {Etﬂ T {Sfatﬁﬁnm} {EFW Cﬂi&m
ZIP fPostal Code [

Cancel ][ < Back ][_ﬂext} ]| Finish ]
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6. Most address labels are sorted either alphabstibgllast name or numerically by zip
code. Select the field on which to sort the lalagld click ‘Next'.

~

Label Wizard
_ You can sort your labels by one or more fields in your database. You might

2| 1 e want to sort by more than one field {such as last name, then first name), or by
ﬁl_ i just one field (such as postal code),
4 T
a 2 o
| : vhich fields would you like to sort by?
o — 3
E 3 E Available fields: Sort by:
% o
L
% 2 [First Mame |_
w =

City [2> |

StateProvince —

ZIP tal Cod

[Pos ode E/
| Cancel ] [ < Back |[ Mext > ] [ Finish ]

7. Change the name of the labels to start with ‘rptl @and with ‘labels’. Leave ‘See the
labels as they will look printed’ selected. Cli¢knish’.

r

Label Wizard

\What name would you like for vour report?
rﬁﬂiwﬁerﬁéili'rigLabéls

That's all the information the wizard needs to create your labels!

What do you want to do?
i@ See the labels as they will look printed.
|:| Mﬂtﬁf‘f the label dEStg"l.

Cancel ] I < Back

Finish
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8. Your screen should now look like this:

| i@ rptownerMailingLabels

9.

Elizabeth Andersen
123 8th Street
Redmond, WA 99999

Jean Philippe Bagel
456 17th Street
Bellevue, WA 99999

Alexander Eggerer
789 19th Street
Kirldand, WA 99999

Antonio Gratacos Solsona
123 2nd Street
Bellevue, WA 99999

Peter Krschne
123 11th Street
Seattle, WA 99999

Catherine Autier Miconi
456 18th Street
Redmond, WA 99999

Anna Bedecs
123 1st Street
Seattle, WA 99999

Michael Entin
789 23th Street
Redmond, WA 99999

Carlos Grilo
456 14th Street
Kirkland, WA 99999

Helena Kupkova
456 15th Street
Seattle, WA 99999

Thomas Axen
123 3rd Street
Redmond, WA 99999

John Edwards
123 12th Street
Bellevue, WA 99999

Daniel Goldschmidt
456 16th Street
Seattle, WA 99999

Jonas Hasselberg
789 24th Street
Kirkland, WA 99999

Christina Lee
123 4th Street
Kirldand, WA 99999

Close the labels. If asked to save the changessehyes’'.
10. Follow these steps to create the Vet Mailing Labels
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