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Produce mailing labels using Create-A-List + Mail Merge 

Here’s How:

Mailing labels can be printed from your registry by using the Microsoft Word mail merge feature and the address fields included in a user-defined list in CDEMS (Create-a-List).  It’s important to note that the instructions using the Create-a-List template are different than the typical mail merge from a query if the filtering function is used to narrow the list.  DO NOT FILTER OR SORT THE USER-DEFINED LIST BEFORE BEGINNING THE MAIL MERGE OPERATION.  Filters are applied at  Step 5 just before merging the data takes place.

1. Develop your intervention list using the Create-a-List template in the CDEMS Reports program.
From the resulting table, click Tools > Office Links > Merge It with MS Word > Create a new document and then link the data to it.  

[If you’ve previously created a mailing label template, Merge It with MS Word > Link your data to an existing Microsoft Word document.]

2. Word will open with a blank document.  Select Tools > Mail Merge
Main Document > Create > Mailing Labels > Change Document Type
Click Setup > select label type from list (usually #5160 Avery) > OK
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Insert the following fields in the Create Labels window


· Enter (blank row)

· Click Insert Merge Fields > First name > space > Click Insert Merge Fields > Last Name > enter

· Click Insert Merge Fields > Address1 > enter

· Click Insert Merge Fields > Address2 > enter

· Click Insert Merge Fields > City > space > Insert Merge Fields > State > space > Click Insert Merge Fields > Zip

· Click OK
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The resulting main document template should look like this:

4. Save this template to re-use in the future.  Save in your CDEMS folder as: “Mailing Label template.doc

5. Merge the Data with the Document…


Simply click Merge if you want to print all addresses shown in the table.


To filter the Create-a-List table before merging > click on Query Options and define the parameters you wish to filter on (e.g. last_visit = blank and/or pcp=”Fearless”) > Click OK > Merge > Merge
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Sample label:
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The mailing label document will display:  

6. Print labels! 
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