How to prepare printed waterproof labels

Label Sheet used: 5167 Return Address Labels (you can take some label sheets from Becky)

Total number of labels = 4 columns x 20 rows = 80 labels

Procedure:

1. Open a new Excel spreadsheet. Prepare separate columns for all the details you wish to
include in a single label. See the example below:

A B c D E F G
—|pPrimer Mix  Primer Conc. Compostion Date
Primer Mix  NFFAGO03 (5uM) SPLF+5pLR+90 pulW =100 pL 1/18/2022
Primer Mix  NFFAGOD06 (SN} SPLF+5pLR+90 ul W =100 pL 1/19/2022

)
Primer Mix  NFFAGO0S (SUM)  SPLF+5pLR+90 plW =100 uL 1/19/2022
Primer Mix  NFFAGO16 (SuM)  SPLF+5pLR+90 pl W =100 uL 1/19/2022
Primer Mix ~ NFFAGOD18 (SuM)  SULF+5pLR+90 ul W =100 plL 1/19/2022
Primer Mix  NFFAGO2S (SuM)  SPLF+5pLR+90 pl W =100 uL 1/19/2022
Primer Mix ~ NFFAGO26 (SuM)  SPLF+5plR+90 pl W =100 plL 1/19/2022
Primer Mix  NFFAGOS7 (SUM)  SPLF+5pLR+90 pl W =100 uL 1/19/2022
Primer Mix  NFA006 (SUM)  SULF+5pLR+90 pl W =100 plL 1/19/2022

Include all the information in this format.
2. Open a new Word document. Go to ‘Mailings’ > ‘Start Mail Merge’ > ‘Labels’.
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3. Select ‘Avery US letter’ as Label vendors and then choose ‘5167 Return Address Labels’

Label Options ? X

Printer information

O LContinuous-feed printers

@ Page printers Tray: |Default tray [ Automatically Select) |~
Label information

Label vendors: | Avery US Letter v | —

Find updates on Office.com

Product number: Label information

5162 Address Labels Al Type: Return Address Labels
5163 Shipping Labels Height: 05

5164 Shipping Labels cam

5165 Full-Sheet Shipping Labels P

5166 File Folder Labels Page size: 8.5 = 117

5167 Return Address Labels W ——

Details... Hew Label... Delete Cancel



4. Then, go to ‘Select Recipients’ in the Mailings tab, and select ‘use existing list’. Find the
excel sheet you prepared and use it.
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5. The word document now looks like this:

wNext Record» «Next Record» wNext Record»
«Next Record» «Next Record» «Next Record» «MNext Record»
«Next Record» «Next Record» «Next Record» «Next Record»
w«Next Record» «Next Record» «Next Record» «MNext Record»
«Next Record» «Next Record» «Next Record» «hext Record»
«Next Record» «Next Record» «Next Record» «MNext Record»

We will edit the first label and then put the same settings for all the labels, and then labels
will be prepared automatically.

6. After this, go to ‘Insert Merge Field’ in the Mailings tab. You can see the title of the
columns we prepared in the Excel file.
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7. Now, one by one select each field in this, set as per your choice in the first label. Setting
means, you’ll have to adjust the font, font size, alignment, B/I/U, line spacing, to
accommaodate everything in one label, as shown below:
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8. Then, select ‘update labels’, and this will update all the labels in the same format.
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9. Then, click on ‘Preview results’ and your labels are ready for print.
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10. To print on the labels, put the label sheet such that the labels face upwards in the printer,

and Print. Do a sample print on a normal sheet first and then try with labels.



