QUICK GUIDE TO PRINTING LABELS USING MAIL MERGE IN OFFICE
2007*

From the Reports submenu, create the desired label type (Follow-up, Patient, etc.). The
labels will then be displayed, as seen in the example below:

{= CPDMS - Windows Internet Explorer

g, https:}cpdms.netfcpdms/Reports/FollowlpMaster. php =

I|>

TRAINING DATABASE : 0000123456
Case Classes Incduded: ALL
Cervix Cases Staged As Insitu Are Not Included
Patients With No Follow-Up For Months Prior To 11/05/2008
Registry Reference Year = 2000
Report Sorted By: FollowUp Physician

WHITE, BOB BUSH, GEORGE R
124 MAPLE Rectum/Anus 04/14/2000
LEXINGTON, KY 45555 REG ACC # : 20000017 SEQ # : 1

BD: 04/02/1937 DLC: 07/20/2006
MD: DOC2 WHITE

WHITE, BOB BULLOCK, SANDRA T
124 MAPLE Breast, female & male 01/12/2000
LEXINGTON, KY 45555 REG ACC # : 20000018 SEQ # : 1

BD: 08/22/1940 DLC: 02/05/2007
MD: DOCZ WHITE

WHITE, BOB BAILEY, SALLY U
124 MAPLE Connective & soft tissue 03/23/2000 3
[ Sawve ] [ Print ] [ Cancel ] [ Hain ]
Joare JF3i [ € mternet E 100 <

*Note: Once labels have been generated by CPDMS.net and saved to a user’s computer,
the file may be manipulated and printed using any type of spreadsheet and/or word
processing software. However, KCR only supports label printing using Microsoft®
Excel and Microsoft® Word.



Choose the “Save” button and a dialog box will appear with the default filename
“Labels.csv” and “comma separated” as the specified file format. The filename may be
changed to whatever you wish, but be sure to preserve the .csv extension.

,9 DOWNLOAD REPORT -- Webpage Dialog
£ | https:fcpdms.netfcpdms/Reports/Include/GetFileMNameType, php?C » %

File Name : |I.a]:uela.|:3v |

File Format : &) Comma Separated

) Pre Formatted

[ Submit ] [ Cancel ]

https: ffcpdms. netfcpdms/ReportsTnclude, @ Internet ﬁ 53l

Select “Submit” and then “Save” to save the file to the desired location on your own
computer or network drive. In the screen below, for example, the file is saved to the

user’s computer desktop.
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Save | (£ Desktop 3 | T m-
Ty (L) My Documents
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Desktop
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by Computer
- File narme; Lahel:z A | [ Save l
by Metwork, Save as upe: | Microzoft Office Excel Comma 5eparated Walue w | [ Cancel ]




Once the file has been saved to your computer, open it using Excel. In Excel, click the
Office Button (in the top left corner) and choose “Save As” and “Excel Workbook.” A
dialog box will open. At this point, you can choose where to save the file and assign a
different name if you wish. Once you have specified a location and name, hit “Save” and
close Excel.
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2 (o




Now open Microsoft Word, click the “Mailings” tab, then “Start Mail Merge” and
“Labels.”
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The label options dialog box is now displayed.

Label Options

Printer information

() Continuous-feed printers

(%) Page printers Tray: |Default kray ( Aukamatically Select) W

Label infarmatian

Label vendors: | Avery 115 Letker w
Product number; Label information
o559 ~ Type: Easy Peel Mailing Labels - Fill Across
gg'ﬁ Height: 1"
5931 - Widkh 4"
Saa0 Page size: 8.5"% 11"
L
[ Ceetails. .. ] [ Mew Label. .. ] [ 04 l [ Cancel ]

Select the type of printer and labels you wish to use. When choosing label size and
shape, keep in mind the number of lines which will be displayed. Some labels may be
too small for a four or five line address to fit properly. After making the selections, click
“Ok.”



Next, from the “Mailings” menu, choose “Select Recipients” and “Use Existing List.”
The “Select Data Source” dialog box is now displayed. Click the arrow to the right of
“Files of type” and select “Excel Files” from the drop down menu (you may have to
scroll down the list to find it). Next go to the location on your computer or network drive
where the label file was saved (in the example below, the computer desktop). Highlight
the file and click on “Open.”

Select Data Source @
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Next the “Select Table” dialog box will appear. Click “Ok.”

Select Table

Mame

A3

Description

Modified
11)5/2008 3:27:11 PM

Created Tvpe
11)5/2005 3:27:11 PM TABLE

|

First row of daka contains column headers

(0.4 ] [ Cancel




The screen featured below should appear. In order to properly format the data from the
Excel spreadsheet in the labels, click on “Insert Merge Field” in the “Write & Insert

Fields” submenu.
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The following dialog box will appear. Keep the default “Database Fields” selected.
Make sure that “ITEM1” is highlighted and select “Insert” and then “Close.”

Insert Merge Field

Inserk:
() Address Fields
Fields:

(¥} Database Fields

ITEM1

ITEMZ
ITEM3
ITEM4
ITEMS

Match Fields. .. ] [ Insert

l [ Cancel




“<ITEM1>" now appears on the first line of the first record (see example below.) The
cursor should be to the right of “ITEM1.” Hit ENTER to move to the next line and then
click on “Insert Merge Field” again.
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This time, highlight “ITEM2” and select “Insert” and “Close.”

Insert Merge Field

Insert:
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ITEM1
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Now “ITEMZ2” appears beneath “ITEM1” in the first record.

Document2 - Microsoft Word
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Repeat this process until all items have been inserted into the first record. When
complete, the result should resemble the example below.

s Document2 - Microsoft Word - =3 X
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Preview Results
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Start Mail Merge
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& TEM1» «NextRecord»
«ITEM2»
«|TEM3»
«|TEM4»
«|TEMS»

«MNext Record» «NextRecord»

«MNext Record» «NextRecord»
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Now click on “Update labels” in the “Mailings” menu.
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The following screen demonstrates that the layout of the first label has been duplicated in

every label. Click “Preview Results” to view the labels populated by the merged data
from the Excel spreadsheet.
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The labels are now displayed as they will be printed. At this point, if anything needs to be
changed, repeat the previous steps. Otherwise, choose “Finish and Merge” to print the
labels.
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BOB WHITE BUSH, GEORGER

124 MAPLE Rectum/Anus 04/14/2000

REG ACC# : 20000017 SEQ#:1
BD: 04/02/1937 DLC: 07/20/2006
MD: DOC2 WHITE

LEXINGTON,KY 43335

BOB WHITE BULLOCK, SANDRAT

124 MAPLE Breast, female & male 01/12/2000

REG ACC# : 20000018 SEQ#:1
BD: 08/22/1940 DLC: 02/05/2007
MD: DOC2 WHITE

LEXINGTON,KY 43335

BOB WHITE BAILEY, SALLY U
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