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Pre-Designed Template
Design from Serateh

e Click the Label Expert - icon on desk top
S0 Open bsting Poject |
o Select [J&  Pre-Designed Template | / T Design from Serateh | / - ,,5,,' '
L&) Open Existing Project |
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e Select A4 or Letter size ' s

e Select the type of template you are looking for (Cards,

eMedia, Filing, Labels or Specialty Products)
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e Within the template selection listing, click on the correct

software code
e All pre-designed label templates will appear on the right,
select the one you like and click on the button

* Tips : Software code is listed on all Avery packages
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e Find a template from pull down menu or type o
in the software code Lie T —
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e Select the template and click on the button g e B
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e Select "Data" from your tool bar, and then click on

"Import"

e Select the file you wish to use and click on the

button
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Files oftype: [Excel Files (xis)
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e Select "Data" from the tool bar, and then click on

"Mail Merge"

S
e Double click the field you would like to add to label Dt .
e Data will appear on the label preview window e i
e Repeat action for additional entries
* Tips . Use the space bar for inserting spaces and
return key for starting a new line FE: :
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e Select "Text" icon from the left hand side. Then click
on the preview box to create a text box
e Select "Tool" from the tool bar and choose " EfJEESE "
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e You can search by "City" or "District" or type in the exact

road address

e Select the zip code you are looking for and click on the

button

e The zip code will now shown on the label preview box
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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 toolbar
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located on top of the preview box

* Tips : When changing font sizes, make sure they fit within

Arial LI ||10 LI =

the label preview box
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e To insert graphic, picture, or clip art, click on the
"Insert Clip Art" il icon

e To insert barcode, click on the "Insert Barcode" icon
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e To preview your labels, simply click on the "Preview" [& icon

e To print your labels, simply click on the "Print" & icon
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