Access 2003: Mailing Labels

To create mailing labels, use New Report
Reports>New.
Choose the Label Wizard.

Choose the table or query where the label

information is stored.

\

This wizard creates a repork

ClICk OK fFarmatted For prinking on

labels.

You will see the box below.

“hoose the table or guery where

Design Yiew

Report Wizard
AutoReport: Columnar
AutoRepart: Tabular
Chart Wizard

Label Wizard

If you want the typical 30 labels on a page, | the obiscts dsta comes from: [cstomer ]
choose Product number 5160, Avery. [ o ][ conn |
Label Wizard
This wizard creates standard labels or custom labels,
what label size would vou like?
Product number: Dirmensions: Mumnber across:
5095 2103 % 3 308" z ~
5096 234" % 2 34" 3 =
S097 112"« 4" z =
112" x 4" ?
" g 3 “
Unit of Measure Label Type
(=) English ) Metric (%) Shest feed () Continuous
Filker by manuFacturer: |P.verv w
Click Next.

LLabel Wizard

wWhat Font and color would wou like your text to be?

Texk appearance

[] 1talic [] underline

Fonk name: Fank size:
|.¢\ria| w | |12 w |
Font weight: Text color:

B v| N (-]

[ Cancel ][ < Back ] Mext = l

Choose Font name & size. Choose Font weight & color. Click Next.

Created by Davienne Jacobson 1

April, 2006



Label Wizard

What wiaould vou like on your mailing label?

f
» Zonstruck wour label on the right by choosing Fields From the left, You may also
- type kext that vou would like ko see on every label right onto the prototype,
Available Fields: Prototype label;
Address A {CompanyMarne}
Ciky Attn: fConkactMame}t {ConkactTitlek
Reqgion fdd
PostalCode {Address}

{City} Region}  {PostalCode}

Phane

[ Cancel ][ < Back ] Mext = ][ Finish ]

Click on an available field and click on the > to place it on the label example. Notice that
you can also include text such as “Attn:” on the label. Either push Enter on the
keyboard or click into the next row to add more fields. Click Next.

Label Wizard

¥ou can sork your labels by one or more Fields in wour database, You might
want ko sort by more than one field {such as last name, then first name), or by
just one Field {such as postal code).

which Fields would vou like to sort by?
Available fields: Sort by

CustarnerID PostalZode
CarmparyMarne
ContactFirstMame
ContactLastMame
Bilingaddress

City
SkateOrPravince .

III III

[ Cancel l[ < Back I ek = ][ Finish l

Choose which, if any, field will be used for sorting all the labels. Click Next.

If you want to save the label report, give the report a name and save it. Click Finish.

W_hen printing: you may get Microsoft Office Access E|
this message. You may need _
tO adeSt the marginS. Some data may not be displayed.

. There is not enough haorizontal space on the page for the number of columns and
\() column spacing wou specified,

Click OK and print 1 sheet. If , _ ,
. . Click Page Setup on the File menu, click the Colurns tab, and then reduce the number
the sheet is Okay, ignore the of colurns or the size of the columns,

message.
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