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Using the Avery Wizard with MS Word
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Download and install the Avery Wizard for Word. After installation, your toolbar should contain the
Avery Label Wizard button. Click on the button.
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The Averyizard will help you farmat and
print Avery products,

You will select an Avery product, add text
fram a list ar by typing. and format the text.

Then you will be able toview and grint your
document with kicrosoft Word.

e trademiarks of Avery
01 Awery Dennizon Corporakian.

Help ¢ Back

; Cancel |

Main Avery Wizard Screen- Click Next
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 Avery Wizard |

YWhat Avery product do you want to use?
Select a product from the izt below, or tepe the product code or name.

Lizt products in order by
& Product Code ||

T Mame |
Code | Mame |
2481 Ink Jet Label - Address ;l
o 8462 Ink Jet Label - Address
2463 Ink. Jet Label - Addressz/Shipping
4 2464 Ink. Jet Label - Addresz/Shipping
| B4ER Ink Jet Full Sheest
3471 Ink Jet Businesz Cards
Buzineszs Cards - lvory [100 pack) B
Owerhead Transparencies For Lager Printers
Label - Addrezz

b Help I < Back | MHewut > I Cancel

Select the Avery Product you want to use - Click Next

How do you want to create your labels?

" Create a reusable list, then print from it

T\

it o f* iJze an ewisting list or databaze file
Select “Use an existing list or database file” - Click Next
YWhich file contains your information?
i o files:
Uze Address Book. .. |
; n | Open File Mot Listed Here... I

élect “Oben File Not isted Here” - Click Next
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File narme:

Files of lpe: Microzoft Access-Treiber [* mdh] Cancel

Micrasoft FoxPro Drver [*.dbf

L] Lo

Microsoft Test-Treiber [7.tet; * cav)

Select “Microsoft Access (*.mdﬁ)” from Files of Type
Locate the 2CM.mdb database file. — Click Open

Select Table |

E'.:'-:';.":.:"é'r'"@.:"'if:'En'r'ﬁ' ':'n':':'iF['E.:"'iH"r:Ei ........................
Avery Contact Infa
mwwitchboard tems
thladdress
thidddreszsTypes
thiCityState fip
thiCompanies
thiCortactinfo
thiCortactMotes
thlContactReazons j

]2 Cancel |

Select the "Avery Company Info” or “Avery Contact Info” table-Click Next
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*'_Aver_l,l Wizard
What text do you want on each line of your label?

Select, then ingert, each item you want to include.

[tems in wour file: Y'ou may edit the contents of your label below:
CompanylD
CompanyMame Imsert Item > CompanyMames:
L AddrezzType = AtnToOrDepts
3% AttnTalrDept AddresslineOnes
“ AddrezsLine0ne Start Mew Line AddreszLineTwos

Citys", "eStates «ZipCodes

ForeignPostalCode
Reqgion

elete Clear All

Create your label from the fields on the left. You can add spaces and other text by
typing in the space on the right. To sort or filter the labels, click the “Sort/Filter” button.

Query Dptions |

Filter Recards  Sort Records |

~Sork by
* ascending
it - =5
I b J " Descending
~Then by

* Ascending

P - Descending
~Then by

J €% Ascending
-
" Descending

Ok I Zancel | Clear all |

Labels sorted first by CITY then by Company Name. Create your own sorting and
filtering by selecting from the dropdown list. Click OK then Next to continue.
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% Avery Wizard |

How do you want the text to appear?
You may edit and format the contents.

il -1 -A-B27uUlES

== AR

CompanyMarmes
wAttnToOrDepts
cAddressLineCnes
cAddressLineTwos

Help < Back Hest » Cancel |

Al

Add color and other text formatting options from this screen. Click next to continue.

% Avery Wizard |

That's all the information the Avery Wizard needs to create your labels.

When wou press Finish, the Wizard will return
wou ta w'ord where you can view and edit the
labels, then print them.

Erint Preview |

[+ Show Printing Help

Help | < Back

Cancel |

To preview your setup click on the “Print Preview” button or the “Finish button to
continue. That is all there is to creating labels using the Avery Label Wizard.
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