Manual Merging list of addresses and
namebadge template

1. Open the correct template
a. Open Word > New > Select Shared > MC_USC > Select Badge_template

Handleiding - Samenvoegen adressenlijst met sjabloon naambadge Erasmus.docx - Word

New

5 Home » MC_USC

Badge_template - Eramus_corporate... Eramus_corporate... Tafelbordjes_temp... Tafelbordjes_temp...

Account

Options

Select MAILINGS in het hoofdmenu > Select Start Mail Merge
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3. Select Step-by-Step Mail Merge Wizard at the bottom of the drop-down menu.
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4. The Wizard opens on the right of the document and helps you through the procedure step-
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Marjolein van Nielen Marjolein van Nielen
PapArt reclamestudio, vormgever PapArt reclamestudio, yormgever
Marjolein van Nielen Marjolein van Nielen
PanArt reclamestudio, vormgever PanArt reclamestudio. vormgever
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5. Select Labels and after that Next: Starting document at the
bottom of the right menu (Below Step 1 of 6).

6. If you execute these steps for the first time, select Change
document layout. Have you already defined the margins of the
name badges before? Select Start from existing document and
move forwards to step 7 in this manual directly.

a. Select Label options... below Change document layout.
Select Name badge Erasmus 25875 in the Label options
pop-up below Label Vendors ‘Other/Custom’.

-
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Label Options

Printer information

'-.:.-' Continuous-feed printers

Bypass Tray EI
Other/Custom IZI

'ié-' Page printers Tray:

Label information

Label vendaors:

Find updates on Office.com i
Product number; Label information
L Type: Custom laser

Height: 5,5 cm

Widlth: 8cm

Page size: 21 cm x 29,7 cm

Details... I [ Mew Label... I [ Delete QK ] l Cancel
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Mail Merge 3

Select document type
what type of document are you
working on?

® Letters
E-mail messages
Envelopes
Labels

Directory

Labels

Print address fabels for a group

Click Next to continue.

Step 10f 6

> Next: Starting document

Mail Merge T

Select starting document

How do you want to set up your
mailing labels?

®) Change document layout

Start from existing document

Change document layout

Start from a ready-to-use mail
merge template that can be
customized to suit your needs.

D Label options...

Select label size



b. If this product does not yet exist in
Label options, select New label... in the
Label options pop-up. Insert the
following:

e Label name: Name badge Erasmus
25875

e Top margin: 2.cm

e Side margin: 2 cm

e Label height: 55cm

e label width: 8 cm

Number across: 2

Number down: 5

Vertical pitch: 5.5 cm

Horizontal pitch: 8 cm

Page size: A4 (21 x 29,7 cm)

c. Select OK. A pop-up will show up,
about deleting the current content in
the document. Cancel this message.
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Custom laser Name badge Erasmus 25875 information M
Preview
Side margins
Top margin 1 F*Hnr\zontal pitc
: Number down
Vertical pitch Width
Height
MNumber across— *
Label name: MName badge Erasmus 25875
Top margin: b em = Label height: 55 em =
Side margin: 2cm = Label width: g cm =
Vertical pitch: 5,5 cm = Number across: 2 =
Harizontal pitch: gcm = Number down: 5 =
Page size: A4 (21 %297 cm)
Page width: 21em Page Height: 297 cm .
oK ] [ Cancel ]

7. Select Next: Select recipients at the bottom of the Mail Merge Wizard.

8. Select Use an existing list > Click on Browse to insert the right Excel document for the Mail

Merge.

a.  Within this Excel document, it's important to place the names of the persons that
will receive a personalised badge horizontally. You can add additional information in
the columns next to the names. During this merging process you can select which
items you want to insert in the Namebadge, which means that using a list with too

extensive information does not induce a

ny problems.

b.  You can assign column names in the first row of your sheet to define your data.
After opening your Excel file and selecting the right sheet > Select First row of data

contains column headers.

F '’
Select Table LB e
Name Description Modified Created Type
Sheet1$ 12:00:00 AM  12:00:00 AM  TABLE
4| 1 | b
First row of data contains column headers OK J l Cancel
P
_—_—

9. By selecting the right sheet, you have selected your data. After clicking OK, you have the
opportunity to select the Data Source (in this example Test-events.xIxs) in order to manually

insert additional items/fields (select a field and cl
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ick ‘enter’ or ‘interspace)).
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This is the list of recipients that will be used in your merge. Use the options below to add to or
change your list. Use the checkboxes to add or remove recipients from the merge. When your list is
ready, click OK.

Data Source | |7 |Achtemaam | Voornaam « | Bedrijf -
Test-events.xlsx |7 van der Worp Kirsten Erasmus Universite...
Test-events.xlsx IV_ Staphorius Marlies Events, M&C
Test-events.xlsx IV— Schildt Tilly EUR
Test-events.xlsx |7 Huijgen Rowan Marketing & Com... |
Data Source Refine recipient list
~| 2 sort.
T Fiter..
i ﬁ Find duplicates...
[73 Find recipient...
Edit... ] [ Refresh I D Validate addresses...

If your data is complete, select OK > Continue with ‘Arrange your labels’ at the bottom of
the Wizard.

Put your cursor in the Word file, in the first name badge, and delete the contents (Marjolein
van Nielen...).

Select the option More items... to determine which data you want to insert in the name
badges. Double click each item of relevance. In case you have used an Excel sheet with
some undesired items, you do not have to insert these records.

If you use an Excelsheet with for instance ‘First name’, ‘Surname” and ‘Company name’ in
separate columns, the contents of your first badge will look as follows, if you insert all
records at the same time:

<<First name>><<Surname>><<Company>>

Adjust these contents to the font (size) of your preference. Also, make sure you determine
the right format: insert enters and spacing between records. For instance:

<<First name>> <<Surname>> (space between records — Museo Sans 300)
<<Company>> (company name on new line — Museo Sans 700)

Select Update all labels to copy this format to all name badges.
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«Voornaam» «Achternaams» «Next Recordw«Voornaam» «Achternaam»
«Bedrijf» «Bedrijf»

«Next Recordr»eVoornaams sAchternaam»  «Next Records«Voornaama» sAchternaam»

«Bedrijf» «Bedrijf» Replicate labels
You can copy the layout of the
first label to the other labels on
the page by dicking the button
below.

Update all labels
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Stepdof 6
= Next: Fraview your labels

€ previous: sel

recipients

15. Continue to the next step, Preview your labels, by selecting Next at the bottom of the
Wizard.

16. Select Complete the merge.
a. Select Edit individual letters if you want to alter something or check whether all
names are inserted in the template correctly.
b. Is everything as desired? Print this document at the badge template — a special a4 in
EUR housestyle, which also prevents you from having to cut each name badge
individually. You cannot find the template? Ask the secretariat!
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Kirsten van der Worp Marlies Staphorius
Erasmus Universiteit Rotterdam Events, M&C
Tilly Schildt Rowan Huijgen
EUR Marketing & Communications



