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Create Mailing Label Template

WinSales Version: 4x, 5x

Revision Date: 7/10/2001

Support Document 094

Step 1: Create the main document
· In Word click New Blank Document on the Standard toolbar.

· On the Tools menu, click Mail Merge.

· Under Main document, click Create, and then click Mailing Labels.

· Click Active Window.  The active document becomes the main document.

Step 2: Open or create the data source
In the Mail Merge Helper dialog box, do the following: 

· Under Data source, click Get Data, and then click Open Header Option. Select your WinSales Header file*, and then click Open**. 

· Click Set Up Main Document.

*In WinSales go to Options + User Settings + Word Processing + “Form Letter Header” to find the location.  

**When you path you may have to select File of Type of “All Files” if you do not see the WINSALES.HDR in the list.  

Step 3: Select the label type and insert merge fields
· If you don't see the Label Options dialog box, click anywhere in the main document, and then click Mail Merge on the Tools menu. Under Main document, click Setup.

· Select the type of printer and labels you want to use, and then click OK. 

· If the type of labels that you want to use is not listed in the Product number box, you might be able to use one of the listed labels, or you can create your own. 

· In the Create Labels dialog box, insert merge fields where you want to merge addresses from the data source. To insert a merge field, click Insert Merge Field, and then click the field name you want. 

· If you want to include POSTNET bar codes on mailing labels, click Insert Postal Bar Code. Specify the merge fields that contain the ZIP Code and street address, and then click OK. 

· Click OK.

Step 4: Save the Template in WinSales
· Save As: _________into your WinSales letter directory.

· Add it to the Letter drop down list in the Correspondence tab through Administrator. 
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