NEW Avery® Wizard 3.1 for Microsoft” Office
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e Open Microsoft® Office program and click
on the Wizard icon B . lcome o the ery Wizord

e Avery Wizard will appear in just a second. ' ey W 3 o oroTE DT —

e Click on the @@IZ&M button

_ Select. Customize. Print.
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Select a Label Template SEmnan s
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e Find the label template by scrolling down the list or
simply type in the software code et ey produc

e Select your template and click on the @248 button [ o

Select orientation:
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Product numbar or description: (> i g 744

* Tips: Software code is listed on all Avery packages o E— g 17 oW
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e Import your Data e S R
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e Select "Merge data from an existing data file"

and click on the @I24M9 button
e Select the type of file, which your data has

been stored. For example, if the data was - -
stored on an Excel’ file, seIect@ Excel...
e All of the most recent data files will appear, ’ _, -

select the file you wish to use and click on

the button
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q Merge your Data
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e Select data on the right hand side and click on the

| << Add Field to Layout | button

e Data will appear on the label preview window e T —
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e Repeat action for additional data entries AR R A |
* Tips : Use the space bar for inserting spaces and return
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= | Review Data File... |

key for starting a new line : =T
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6 Customlze your Fonts P N i A
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e Highlight the text you wish to change from the preview

box
e Customize both font type and font sizes by using the e e e |
toolbar located on the top of the preview box T . |

* Tips : When changing font sizes, make sure they fit
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within the label preview box ——
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6 Insert Graphic or Barcode o
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e To insert graphic, picture, or clip art, click on the
"Insert Clip Art" [

e To insert barcode, click on the "Insert Barcode"
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Print Preview and Finish

‘Your project is now complete!

q Print your Labels
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e To preview your labels on Microsoft” Word,

click on the | _Print Preview
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e To print your labels, select the "Print" & T s
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