Generating Mailing Labels from CAREWare

· Select Reports from the main menu, then select Custom Reports
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· Select Maine/Run Custom Reports
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· Select the report you want, then click the Manage Run link
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· Select Run Report 
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· Edit the parameters for running the report if you need to, otherwise click Run Report
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· Note: You need to make sure the Output Display is set to Download as CSV if you want to create labels
· Once you run the report, you will need to click on the notification to download the CSV file

[image: ]

· Save the file where you can locate it for the mail merge

Creating the Mailing Labels in Word 

· Open a new Microsoft Word document.
· In the ribbon at the top of the screen, click on Mailings
· Click Start Mail Merge and select Labels
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· Select the label type and click OK
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· Click the icon labeled Select Recipients
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· Select Use Existing List
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· Navigate to where you saved the file and click Open
· In the Mailings ribbon at the top of the screen, click Insert Merge Field to add the fields from your file to the labels
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· Format your label if you need/want to
· When your label has all the elements you want, click Update Labels 

[image: ]

· Your sheet should look something like this:
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· You can preview your results or else select how you want to Finish & Merge
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