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How to Create Location Labels

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)

Open a new Word Document

Go to: Tools — Letters and Mailings — Mail Merge (2003)

Choose Labels then click Next: Starting Document at the bottom

Click the Label Options link (=1 Label options... )
Select the label you want to use (for standard address use Avery 5160) and
click OK
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Prinker information
i) Dot matrix
%) Laser and ink jet Tray: Manual Paper Feed

Label information
Label products: Avery standard

Product number:

5096 - Dickette Label information

5097 - Diskette Type: Address

:5159 - Address : B Height: "

S161 - Address wiidth: 2.63"

5167 - address Page size: Letter (G 4 x 11 0m)

5163 - Shipping

[ Details. .. ] [ Mew Label. .. ] [ (4 ][ Cancel ]

Click Next: Select Recipients at the bottom

Choose Use an Existing List

Below this click the Browse link (= Browse... )

Find the Excel file you created from the query and select the file
On the pop-up for the Select Table select OK
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Marne Description | Madified Created Type

10/6/2009 2:55:18 &M 10/5/2009 2:55:15 AM  TABLE

Firsk row of data contains column headers S ] [ Cancel ]
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How to Create Location Labels

On the pop-up for Mail Merge Recipients select OK
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buttons to add or remove recipients from the mail merge,
List of recipients;

[X]

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or

*| Unt | IkemID | Descripkion *| Model = Fixed Pick | L
| E
CHZMS 118751 RESUSCITATOR &,.. 7505 LTCMS 23
CHZMS 101713 SPIROMETER INC,.. 1750 LTCMS 23
CHCMS 112935 TUBIMG CisYiGEN | .. 1115 LTCMS 11
CHZMS 118474 COVER SHOE EX-L... 69254 LTCMS 12
CHZMS 1125814 GOWN 69490 PER.,.. 69490 LTCMS s
CHZMS 117294 GOWHN ISOLATIO.,,  KMB9979 LTCMS o7
CHCMS 111694 JACKET SCRUEB 4., JKOWEL... LTCMS 04
CHZMS 114a10 PAMTS SCRUBLR... SPOOBC...,  LTCMS 22
CHZMS 119357 PAMTS SCRLE ®L... SPOOBC... LTCMS 22
CHZMS 118328 SCRUE SHIRT LRG... SROOE...  LTCMS 22
[l [l S D 1T L= 1182022 ol IR SHTDT & 2 (= ulpip(=Ta I TR hedrl
|
[ Select Al ] [ Clear all ] [ Refresh ]

|
Click Next: Arrange your labels at the bottom

Click the More Items link (= Mare items... ) this will let you select which

information you want on the label

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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Insert:

) Address Fields (%) Database Fislds

Figlds:

|Inik

Item ID

Description

Maodel

Fixed Pick.

Lew 1

Lew 2

Lew 3

Lev 4

FPL LI

FP Location

Rake

Family

Match Figlds. .. ] [ Insert ] [ Close
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How to Create Location Labels

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

zltem_IDipeDescrptiomns «FP_Locati

onxxFPL TOMaeRates«5td_TTOR
b

After you have finished formatting the first label
«Item_IDks

¢Description:

#FP_Locatios
( FFL_Lis o rRmes niul_Lihs )

.
click the Update All Labels button

Click the Next: Preview Your Labels link at the bottom

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

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

Click the Edit Individual labels
you can save.
On the Merge to New Document pop-up select All then OK

= 3 Edit individual labels... | ..
(L.j it individual labels ) link to create a file

AETE R v T T 31
Merge recards
g
) Current record
) From: To!
[ Ok ] [ Cancel ]

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



