Label templates for mailmerge

If you have a problem with any of this don’t hesitate to give us a call.

contactLINK comes with a number of preset Label templates.

They are stored in the 'Mail Merge Documents' folder in the main contactLINK folder.

They are prefixed with the word ‘Label’. This is how contactLINK knows which files to display in the list of Labels. So change the prefix and they will ‘disappear’.
Hide a label template

· Simply rename it by prefixing the name with something – for example ‘z’. contactLINK will no longer recognise it as a valid label.

Modify an existing label template
(these instructions are for Word 2003 – ask us if you need others)
Either make a copy of an existing label template and change that, or change an existing one if you’re sure you won’t need it.

· Right click the label template you want to change

· Choose ‘Open’

Make the changes on the first label

· Make any changes you want such as font size, bold, alignment etc

Add new merge fields if necessary

· Move to where you want the field to go on the first label.

· On the Mail Merge toolbar click the ‘Insert Merge Fields’ button (hold your mouse over each button in turn and you’ll find it)
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· Choose the field and click ‘Insert’

Propagate the changes through to the other labels

· On the Mail Merge toolbar there is a ‘Propagate Labels’ button (circled in Red on picture below)

If it’s disabled then the template has not been set up as a label document. In which case:

· Click on the ‘Main document setup’ button (circled in Green on picture)

· Choose ‘Labels’ and click OK

· And then click ‘Cancel’ on the next dialog box
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· Save the template

To change the number or size of labels

· If you don’t have the Mail Merge helper displayed over on the far right of the screen click ‘Tools’, ‘Letters and Mailings’ and ‘Mail Merge’

· Get to ‘Step 2 of 6’

· Click on ‘Label options...’

· Choose the label format you need and click OK
TIP: Most common labels are:

3 by 7 Avery A4 L7160

3 by 6 Avery A4 L7161

2 by 7 Avery A4 L7163

