Instructions for label making with Word’s MailMerge function

1. Using Tools/Customize, check that the MailMerge Toolbar is displayed

2. First icon: Main Document SetUp

3. Design the Label (height, width, how many columns, how many rows per page)
4. Position and format each fields (character size, font) OR paste them from an example (e.g. LABELMODEL.doc)
5. Choose Table/Borders (single line is OK, if a spacing is specified between cells)

6. Specify Table/Options/Cell Spacing = 0.15 cm

7. Toggle back and forth to see if the formatting looks OK.
8. Propagate the fields to fill one page.

Try: 

- several font sizes (14 pt, 13 pt)
We can try keeping labels with 6 lines separate from labels with 5 or 4 lines of information.
- See “LabelsNoMine” as an example. This file was produced from LABELMODEL by selecting to merge only records where the field MINE was blank.

- One corner (upper right-hand) was left BLANK to help copy and move fields of different heights.  This way, labels with less information can be grouped on the same row and the row height can be adjusted.

- In LabelsNoMine.doc, the following row heights were used on the first two pages…

Labels with 3 lines (Mineral name, locality, specimen number) = 2.5 cm high

Labels with 4 lines (Mineral name, 2 lines of data, specimen number) = 3 cm high

Labels with 5 lines (Mineral name, 3 lines of data, specimen number) = 3.5 cm high

Labels with 6 lines (Mineral name, 4 lines of data, specimen number) = 4 cm high

