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Printing Mailing Labels
Create Your List

1. Update your Google Address Book or Create a spreadsheet of your contacts on your computer:
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1 Name Street City  Sate  Zipcode
2 leremyscholz  535SSchrothln  Appleton W1 54911

2. Export Gmail contacts into CSV file
a. Signin to Gmail.
At the top left, click Gmail > Contacts.
Click More > Export... .
Choose whether to export all contacts or only one group.
Select csv as the format
Click Export.
Choose Save to Disk and OK.
Select a location to save your file, and click OK.
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Navigate to Avery.com’s Design & Print

3. When you’re ready to print them and you’ve got your label paper navigate to
http://www.avery.com/avery/en_us/Templates-&-Software/Software/Avery-Design--Print-Online.htm

4. You can signup for a new account or sign-in with:
username avery@coldwellhomes.com
password sold1234

5. Enter your label number in the quick search
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AVERY Design & Print Online
| i
Home @ Select Product €) Select Design

Select Your Product

- L Quick Search 5660
Featured Products (18)
Address & Shipping (210) Product number o Description
Binders & Divider Tabs (490)
Business Cards (141)
Cards & Tags (110) 5660 Easy Peel Address Labels

YouPrint @ WePrint
CD/DVD Media Labels & Inserts (63)


http://www.avery.com/avery/en_us/Templates-&-Software/Software/Avery-Design--Print-Online.htm
mailto:avery@coldwellhomes.com
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6. You can then choose a theme or just click on the blank one.

7. Click anywhere in the address box on the right, click IMPORT DATA and START MAIL MERGE.

AVERY  Design & Print Onli
AVE esign & Print Online

Home @) select Product € Select Design o Customize @ Preview & Print

| PanTodl  Algn Backgound

QR and Barcodes i
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Sequential Numbers

e s e 1. Click anywhere in this box |
i 2. Click IMPORT DATA (MAIL MERGE)

Start Mal Merge

3. Click Mail Merge
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Arrange, Rotatd
View Options

8. Click BROWSE FOR FILE and locate the contact spreadsheet on your computer.

Mail Merge - Select a File

@ Salsct Filo

Select a file from your computer by clicking "Browse for File”
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Acceptable fiis typss for Mail Merge: xls, xisx. csu

9. Once it populates you should see your contacts and addresses. Click NEXT

Mail Merge - Confirm List
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Selected 2 out of 2
File: Contacts xlsx

[ ) Un-check this box if you don’t want to print the first row.

Select Al
Row # .
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Jeremy Scholz 5355 Schroth Ln Applston wi 54911

10. Click and Drag the fields over to the right hand column. Add a comma between city and state.

Drag the fiekd names from the Available fields fist to the Arrange fields area. They can be rearranged if needed.

Available fields: Arrange fields:

— Name
Name Drag & Dropl  Street
Street City, State Zipcode

Tip: Add commas, .

o wemianer  After you drag the fields
State fields here.
s over be sureto add a

comma between city and
state.
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11. Click NEXT and COMPLETE MERGE

o Q) Combmint 1 o () meies

How to Edit Merged Text

0 emom |
Switch to Edit One to change Individual
labelsicards.

Use Edit One to change mail merge text TS (7] se- row ]

Print Your Labels

12. Click PREVIEW and PRINT

AVERY | Design & Print Online

Your Avery Product: 5660
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Important] To print succasshully
be sure 1o un-check Fit to page
on the Chrome Print dialog

14. If it asks you to save just click DON’T SAVE.

15. Then just click PRINT and your labels should print.



