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Lesson 12

Creating Mailing Labels

Lesson Topics
e The Mailing Label Wizard
e Modifying the Labels

e Review Exercise

Lesson Objectives
At the end of the lesson, you will be able to:

e Use the Label Wizard to create a report designed to print
mailing labels;

e Use Report Design view to modify the format of the
mailing labels.

Student Files Used
You will use the following file from your student folder:
e Mailing Labels

Copyright © 1985-2007, Finney Learning Systems, Inc.

All rights reserved.
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When a large number of names and addresses are stored in a
database, it is common to print address labels for a mass mailing.
Although you could create these mailing labels manually — they
are simply a type of report — Access provides you with a wizard to
help you through the process.

You are going to create mailing labels for a mailing to go home to
the parents of each student.

1.
2.

Open the Mailing Labels database file.
Labels are a type of report object.
On the Database window, select the Reports tab.
Click the New button.
The New Report dialog box appears.

New Report E|

=]
Report Wizard
AutoReport: Columnar
AutoReport: Tabular

Chart Wizard
Create a new report without art wizan

; ) Labe! Wizard
using a wizard,
Choose the table or query where | 7 |
the object's data comes From:
[ Ok ] [ Cancel ]

Your labels will use information from the
StudentsAndGuardians query.

Click the drop-down list box at the bottom of the
dialog box and choose the StudentsAndGuardians.

Choose to create the report with the Label Wizard.
Click OK.

After a few moments, the first dialog box of the
Label Wizard appears. Notice the example on the
next page.

You are asked to indicate what kind of label sheets
you will be printing on. The list of Product numbers
depends on the company chosen in the Filter by
Manufacturer list box.
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Label Wizard

This wizard creates standard labels or custom labels,

What label size would vou like?

Praduct nurnber: Dimensions: Mumber across:
11/2%3 910" 2

2241 114" x 7 31/50" 2 i
2242 2" 3

2243 1121 1y 4 v

Unit of Measure Label Type

(*) English () Mekric (®) Sheet feed (O Continuous
Filter by manufacturer: |Avery v

Shiow custam label sizes

Notice that you can choose the Unit of Measure for
the displayed labels and you can specify whether
the labels are Sheet fed (for most laser and inkjet
printers) or Continuous (for most dot matrix
printers).

7. If you do not have this information available, or if you
can't find your product in the list, you can specify your
own dimensions.

Click the Customize button.

The New Label Size dialog box appears.

B Mew Label Size

Label Mame: Dimensions: Mumber Across: Close

Edit...

Delete

Unit of Measure Label Type
®English O Metric (® SheetFeed (O Continuous

If there are any custom label sizes already defined,
they will appear here. Notice that you can edit a
custom label, delete a custom label, or create a new
custom label.

8. You will not define a custom label size.

Click the Close button.
The first dialog box of the Label Wizard is active.
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12.

13.

14.

15.
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You are going to create a typical address label. It does
not matter if you do not actually have a sheet of labels,
for you will not actually print them.

If necessary, deselect the Show custom label sizes
check box.

In the Unit of Measure box, click English.

In the Label Type box, verify that Short feed is
chosen.

In the Filter by manufacturer box, click the
drop-down list box and choose Avery.

In the Product number list box at the top, select the
5260 labels.

Click the Next button.

The next dialog box in the wizard appears. You are
asked to specify the format for the text to be used on
the label.

Label Wizard

‘What Font and color would you like vour text to be?

Text appearance

Font name; Font size:

i v| [ ~|

Sample Faont weight: Text colar:
Ex o] )
[ 1talic [ underline

[ Cancel I[ < Back. l Mext = l Finish

The options that you choose on this dialog box will
affect all of the text on the mailing labels. To apply
formatting to individual controls, you must finish
the wizard and then apply the formatting in Report
Design view.

You will accept the settings that have already been
chosen.

Click the Next button.
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17.
18.

19.

20.
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The third dialog box appears.

7 What would you like on yvour mailing label?

» Canstruct your label on the right by choosing fields from the left, You may also

type text that you would like to see on every label right onto the prototype.

Available Fields: Prototype label:

Lasthlame

Grade |

Conkactl
Relationshin bl

[ Cancel ][ < Back I Mext = ][ Finish ]

This is where you create the sample label. On the
left, notice the Available fields. You will place them in
the Prototype label on the right, just as if it were a
Report Design window.

As with any report, you can combine fields with text.
The top part of every label will contain a standard
phrase.

Verify that the insertion point is in the upper left
corner of the Prototype label.

A grey highlight indicates the line that is currently
being edited.

Type: To the Parent/Guardian of:

Tap the ENTER key to move down one line in the
label.

Notice that the grey highlight moves down one line.

In the Available fields list box, double-click the
FirstName field.

Notice that the field is placed in the Prototype label.

Prototype label:

To the Parentfizuardian of
{Firsthamet]

Tap the spacebar to insert a space between the
FirstName field and the next field.
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21.

22.
23.

24.

25.

26.
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In the Available fields list box, double-click the
LastName field.

Tap the ENTER key to move to the next line.

In the same manner, insert the C7Street, CICity,
Cl1State, and C1Zip fields so that the Prototype label
looks like the one below. Be sure to include the
appropriate spaces and commas.

Prototype label:

To the ParentjGuardian of:
{Firstiarne} {Laskhame}
{C15krest}

{C1Ciky}, {C15kate} {C17ip}]

Click the Next button.

You are asked to specify the sort order.
You will sort the labels alphabetically by ZIP code.

Double-click the CiZip field to move it to the Sort by
list box.

Label Wizard

‘You can sark your labels by one or more fields in wour database. You might
want ko sort by more than one field (such as last name, then first name), ar by
just one field (such as postal code).

which fields would you like to sart by?

Available fields; Sork by

[ Cancel ][ < Back ] et = ][ Finish ]

Tip: Sorting by ZIP code is always a good idea if you
will be sending out a large mailing.

Click the Next button.

The last dialog box in the wizard appears, asking
you to name the labels.
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Label Wizard

What name would yau like For your repart?

That's all the information the wizard needs ta create your labels!

What da you wank to da?
(%) See the labels as they will laok printed.
(O Madify the label design.

[ Display Help on working with labels,

27. Change the name of the label report to
ParentGuardianLabels and then click Finish.

After a few moments, the labels appear in Print
Preview view.

¥ ParentGuardianLabels : Report

Tothe Parert/Guardian of Tothe Parert/Guardian of Tothe ParentiGardian of
ShaunaMcCoy Lerraine Cormican Colin Fischer

100 Starton Street, 2pt 44, 208 Averue of the Americas 1550First A, St 3C
Hework, N'Y'10001 v ork, N'Y 10008 Mework, WY 10012
Tothe Parert/Guardian of Tothe Parert/Guardian of Tothe ParentiGardian of
Jase Feliciano Marcus Piermo Draysia Nodl

54P ek A, Suite 12 18 Greenvich Street 29 FoxPlace, &t 18
Hewvork, N'Y 10013 v ork, N'Y 10013 New ork, WY 10015
Tothe Parert/Guardian of Tothe Parert/Guardian of Tothe ParentiGardian of
TeraBahamonde Sherrillwilliams Lydell Harrigen

434West 81 Strest, Apt 7B T25West End Avs, Apt 124 1200 Amsterdam, Apt1135
Hevvork, N'Y 10024 v ork, N'Y 10024 New ork, Y 10028
Tothe Parert/Guardian of Tothe Parert/Guardian of Tothe ParentiGardian of
Chivons Paulson Sam Teyrlin Michelle Feliciano

Note: If you see an alert box like the one below, it
may be because the report width or height were
inadvertently increased. Switch to Design view and
decrease one or both.

Microsoft Office Access _

Some data may not be displayed.

i There is not enough horizontal space on the page For the number of columns and column spacing you specified.

Click. Page Setup on the File menu, dick the Columns tab, and then reduce the number of columns or the size of the
columns,

Show Help =

28. If necessary, click the Zoom Control drop-down list
box and choose 700%.
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Notice that all of the text on the labels is formatted
identically. Also notice that the labels are sorted by
ZIP code.

Just as you can modify any report design, you can modify the
labels that are created by the Label wizard. You are going to
modify the ParentGuardianLabels report object by formatting some
of the text and adding a box around the label.

1. With the ParentGuardianLabels open, switch to
Design view.

Notice the design of the labels.

¥ ParentGuardianLabels : Report

i ETothe P‘arerﬂ.l‘GLardian of:" |
|| [FTrimcFirstriame] & & [Lasthilame]) '
Nl [ Streat :
|| Frimtciciyl & 7, & G15tetel & " & (1 ZinD) |

# Page Fooker

The design contains only a Detail section, which has
been sized to match the label size. Also notice that
all of the controls are calculated Text Box controls.
The top control is used for the text that you typed on
the label. The other controls use the Concatenation
operator (&) to combine the Text data type. In
addition, the Trim() function is used when
concatenating the fields. The Trim() function
eliminates any spaces that might appear at the
beginning or end of the expression between the
parentheses.

2. You are going to modify the design of the labels.

Select the control that contains 7o the
Parent/Guardian of:

3. On the Formatting toolbar, click the Bold button
and then click the Italic button.

That text will appear in bold, italic type.



Lesson 12 - Creating Mailing Labels 225

You are going to add a box around the address.

On the Toolbox toolbar, click the Rectangle
button. L]

Beginning at the upper left corner of the Detail
section, drag to create a rectangle that is just
smaller than the label.

When you release, notice that the rectangle object
covers the controls on the label. You will define the
rectangle to be transparent.

[ * ceti

& Page Footer

With the rectangle object selected, click the
down arrow next to the Fill/Back Color
button and choose Transparent.

Oy -

You can see the controls again.

You are going to format the box as a drop shadow.

On the Formatting toolbar, click the
down arrow of the Special Effect — |
button and choose the Shadowed
option.

Save changes to the report design.

Switch to Print Preview view.

Notice the new design of the labels.

To the Patent/Guardian of: To the Patent/Guardian of: To the Parent/Grardian of:
Shauna McCoy Lorraine Cormican Colin Fischer

100 Starton Strest, 2pt 44 208 Awerue of the Americas 1550First A, At 3C
Newvork, Ky10001 Nework, Wy 0008 N otk, WY 10012

To the Parent/Guardian of: To the Parent/Guardian of: Tothe Parent/Grardian of:
Joss Feliciano Marous Fiemo Draysia bodl

S4F ak A, Suite 12 18 Greenvich Street 29 FoxPlace, A4 18
Newvork, WY 10013 New ork, Y1001 New otk WY 10015

To the Parent/Guardian of: To the Parent/Guar dian of: To the Parent/'Guardian of:
TeraBahamonds Sherrill Viliams Lydell Harrigen

439 West 91 Streat, Aot 7B 725\West End Ave, Apt 124 1200 Amsterdam, 4pt 1135
Mework, WY 10024 My ok, WY1 0024 Meswy ork, WY 10028

To the Paremt/Guadian of:
Chivone Pauison

To the Parent/Guardian of:
Sam Tyrin

To the Parent'Grardian of:
Michelle Feliciano

(If you received an alert box like the one described
in the note on page 223, follow that note's
instructions.)
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Close the Print Preview window.

If necessary, close the Report Design window.

Review To review the concepts presented in this lesson, you are going to
Exercise create mailing labels from a text file that you will import into the

database.

1.
2.

The Mailing Labels database should still be open.

Using the techniques presented in Lesson 11,
import the tab-delimited Clients text file into the
Mailing Labels database as a new table object. Note
that the Clients text file contains the names of the
fields in the top row of data. Make sure you
identify the PostalCode field as a text data type.
Name the imported table object ViyClients.

Use the Label Wizard to create appropriate mailing
labels from the MyClients table object (use Avery
5260 labels). Sort the labels by the PostalCode field.
When finished with the wizard, name the labels:
ClientLabels

In Report Design view, format the labels so that
the client name is in bold text.

Use the Line button to create a horizontal line
above and below the client information. Format the
two horizontal lines as Flat with a Border Width of 2
points.

Save changes to the report design and then switch
to Print Preview view.
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The labels should look similar to the following;:

¥ ClientLabels : Report

M. Scott Stover M. Caitlin Feeney Mr. Timothy MoGrath
1213 Banks St BCS JDDaa
Bugsta, ME 278 50 FelonsRd 540 Wiashington St
Bosten, M 2134 Hesaton, M4 215
W Virginia Bell M. Alan Carmeron Mr. James Stover
1500 Page Rel ABC Cenaubing Edmund Sehod
Hescham, M4 2258 4 Killee R oot 333 Hevton 5t
PlymeLth, M4 2360 Clchester, vT 5445
M. Richard Avvento Mr. Manued Flores Ms Chonda Foster
Quiality Vicieo Bilf's Bakery Delotte Law
217 Thompsan St 17 Wieet 90 5t 100kytle St
Mewvork, N 10012 Rl Vork, 10024 Glen Mills, P4 18342
Ms. Susi Wyss. M. Robert Bell Mrs Lana Meller
805 Adams St 78 Pine Lane Defianey Insurance
Washingon, DC 20007 Potomas, MD 20564 7 Hately sve

Bethesta, MD 20816

s, Laura Hoemeke Ms: Louisa Hoyt M. Patrick Atagi
200 Cellege Ter 35 Royd Avenue Caiiseum Sydems

We hope you have enjoyed these lessons and found them
productive. Let us hear from you. We are always interested in
comments from those who have used these manuals, so please
e-mail us at FLS@THERIGHTWAY.COM or write or telephone us
at the numbers listed on the copyright page. Good luck with
Access.

End of Lesson 12



