
How to Create Location Labels 

1. Run INV_ITEM_REQ_CATALOG to excel and save the file (remember 

where you save the file – we will need to find it again later) 

2. Open a new Word Document 

3. Go to:  Tools – Letters and Mailings – Mail Merge (2003) 

4. Choose Labels then click Next: Starting Document at the bottom 

5. Click the Label Options link ( ) 

6. Select the label you want to use (for standard address use Avery 5160) and 

click OK   

 
7. Click Next: Select Recipients at the bottom 

8. Choose Use an Existing List 

9. Below this click the Browse link ( ) 

10. Find the Excel file you created from the query and select the file 

11. On the pop-up for the Select Table select OK 
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12. On the pop-up for Mail Merge Recipients select OK 

 
13. Click Next: Arrange your labels at the bottom 

14. Click the More Items link ( ) this will let you select which 

information you want on the label 

15. Choose the fields you want on the label – either double click each field or 

select the field and select insert – when done select close       
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16. You now have the label fields on the first label but you will need to work with 

the format to make it look like you want – change the font, size, spacing, etc 

 
17. After you have finished formatting the first label 

( )                                                                       

click the Update All Labels button  

18. Click the Next: Preview Your Labels link at the bottom 

19. Review your label format – if it does not look like you want then click the 

Previous: Arrange your labels link at the bottom and repeat 17 & 18 

20. If labels look like you want click the Next: Complete the merge link at the 

bottom 

21. Click the Edit Individual labels ( ) link to create a file 

you can save. 

22. On the Merge to New Document pop-up select All then OK 

 
23. A new file will be created – Save the file and Print as needed. 


