Database to Excel

Creating Bar Code Labels for your Warehouse Locations

Version: Office Professional Edition 2007

First make a copy of your Warehouse Location spreadsheet. This copy should
have one column for the Warehouse location and a second column for the type
(either Home or Random) OR you can use the Warehouse Location in this

Ui T Cd Column.
A | B | ¢ | D

; é%‘i%térm L‘-*’F'E Example: ** must have astericks on

ome H H H * *
ither si fl ion (ex 100A

3 150200400 Home either side of location (ex *S0100A00*)

4 |S0300A00 Home .

& |S0400A00 Home Save _thls file and remembe_r where you

& |S0500A00 Home save it and what you name it.

7 |S0500B00 Home : (Recqmmend naming it ‘War_ehouse

8 |S0500C00 Home Location Labels’ and saving it in My

9 |50500D00 Home Documents.

10 |S0600A00 Home

11]50700A00 Home Next, Open Microsoft Word and select

Tools>Letters and mailings>Mail Merge

The Mail Merge wizard should come up on the right.

Select Labels as your document time, and then

click Next: Starting Document. S A | mail Merge v x
In Step 2, select Label Options, then select Select document type
which labels you will be using (For Example: What type of document are you
Working ong
Avery) OLetters
Then select the product number: ML-7600 for & maimessages
example)
() Labels
| Label Options S| ) Directory
Printer information Labels
(") Dot matrix Print address labels for a group

mailing.
Click Next to continue,

(%) Laser and ink jet Tray: [Manual w
Label information
Label products: | MACO/Wilson Jones standard -

Product number:

ML-7501 - Diskette Label information

ML-7502 - Diskette Type: Diskette
M-601 - Dickete Heght 15
- - Disl ] i
ML-7602 - Diskette Width: 4
ML-7900 - Audio Cassette Page size: Letter (8 Y2 x 11in)

ML-7950-Face - Video Face %

Details. .. ] [ Mew Label... [ OK ] [ Cancel ]
:
; % NextrStartimgdociment
¥ Mext wizard step
¥
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When you press OK, you will see label outlines on your Word Document.
Click Next: Select Recipients

Under Select recipients, select Use an existing List, then under Use an existing
list, select Browse

=
— Y% The Open dialog box will automatically open to
My Data Sources, Select you’re My Documents
Select recipients folder instead, then select your Warehouse
Locations Label file and click Open.
) Select from Outlook contacts

() Type & new list

Use an existing list

Use names and addresses from a
file or a datsbase

Select Table X

e Mame Description . Modified Created Type
|
&/15/2006 4:32:18PM  6/15/2006 4:32:18PM  TABLE
Sheet2g &/15/2006 4:32:18PM  6/15/2006 4:32:18FM  TABLE
Sheet3g 6/15/2006 4:32:18PM  6/15/2006 4:32:18 FM  TABLE
< | >
First row of data contains column headers [ oK ] [ Cancel ]
Mail Merge Recipients In the S.eleCt
Table dialog
To sort the list, dick the appropriate column heading. To narrow down the recipients displayed by a b k
spedific criteria, such as by cty, dick the arrow next to the column heading. Use the ched: boxes or 0X, make sure
buttons to add or remove recipients from the mail merge. Sheet1 $ iS
List of recipients:
; selected, then
| Location *| T.. o .
=] [s0100800 | Fome | click OK.
50200400 Home T
S0300A00 Home .
50400400 Home When the Mail
50500400 Home Merge
50500800 Home T
S0500C00 Home Recipients
50500000 Home window comes
S0600A00 Home
S0700A00 Home up, make sure
SO700B00 Home
Pk ome all records are
M sn7nonon Home ¥|| selected (should
| selectal | | claral | | Refresh | be by default)

and lick OK
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Click Next: Arrange your labels

With your cursor in the first label box then in the
Arrange your labels section of the wizard, select
More items...

The Insert Merge Field dialog box will appear and
the two fields from your spreadsheet will be
shown.

Highlight each one separately and click Insert.
When you’re done, click Close.

Insert Merge Field

Insert:
() Address Fields (¥) Database Fields
Fields:

Type

[Match Fields... l I Insert ] [ Cancel ]

Next, place your cursor between <<Location>> and
<<Type>> and Press <enter> so that Type moves

Database to Excel

Sl 10
1 Mail Merge r X

Arrange your labels

If you have not already done so,
lay out your label using the first
label on the sheet.

To add recipient information to
your label, dick a location in the
first label, and then dick one of the
itemns below,

= Address block...

= Greeting line...

j Electronic postage...
Il Postal bar code. ..

5 More items...

When you have finished arranging
your label, dick Next. Then you
can preview each recpient’s label
and make any individual changes.

Replicate labels

You can copy the layout of the firs'
label to the other labels on the
page by dicking the button below.

Update all labels

«Location»Typex

to the second line. Now click the Update all labels button.

Then click Next: Preview your labels so you see the actual locations and types in

all of the labels.

You now need to format the labels using the following settings
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O On the first label — go to the end of the scanable part and right click to
change the font to Calibri. This will ensure that a space is not
incorporated that renders the label unable to scan.

Center the labels (Select the entire table and click the Center icon on the
formatting toolbar

Highlight the first location and change the font to Free 3 of 9 EXT

While the first location is still highlighted, change the font size to 36.
Highlight the first location Type (Home or Random) and change the font
size to 24

Use the format painter* on the standard toolbar to copy and paste these
formats to the rest of the labels.

U o000 O

*Instructions for using the format painter. Highlight the Table  Window
Location, then double-click the format painter icon (Pictured). :;‘in.l “ .
Then single-click on each of the other locations on the sheet. —=—L=—_—_
Once all locations have been formatted, press <esc> to cancel = | EFormatPi the
format painter tool. Repeat these steps for the Type. -
Click Next: Complete the merge and then select Edit individual labels....

Selecting Edit individual labels will create a new file with all of the labels in it that
can be saved separately from the mail merge file and can be emailed to other
people. You don’t even have to save the mail merge file if you don’t want to, but it
is a good idea just in case you need to use it again down the road. The mail
merge file will only be good on the same computer that created it that has the
data source (the Excel file).

When the Merge to New Document dialog box comes up, make sure All is
selected and then click OK.

Save both files and then you can print your labels from the new document.
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