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Using the event attendance report and the blank name badge stock you've purchased for your event:

1. In Word, click MailingsMailings > Start Mail MergeStart Mail Merge > Step-by-Step Mail Merge WizardStep-by-Step Mail Merge Wizard to start the mail merge wizard.

2. Choose LabelsLabels, and then click Next: Starting documentNext: Starting document.

3. Choose Label optionsLabel options, select your label vendor and product number, and then click OKOK.

4. Click Next: Select recipientsNext: Select recipients.

5. Click BrowseBrowse, select your Excel mailing list, and then click OpenOpen.

6. Make sure the First row of data contains column headersFirst row of data contains column headers  box is selected and click OKOK.

7. Check your list. Drag the bottom right corner to make the dialog box bigger. Then click OKOK.

8. Click Next: Arrange your labelsNext: Arrange your labels.

We suggest adding the HBA logo in this step

9. Insert merge fields (name, company, etc.) and click OKOK.

10. Click Update all labelsUpdate all labels.

11. Click Next: Preview your labelsNext: Preview your labels.

12. Click Next: Complete the mergeNext: Complete the merge .

13. Click PrintPrint, click OKOK, and click OKOK again.

For more information, please view this Microsoft article.

http://hbavolunteer.knowledgeowl.com/help/how-to-run-an-event-attendance-report
https://www.amazon.com/s?k=sticky+name+badge+labels+printable&crid=32AX9S710T6N4&sprefix=sticky+name+badge+labels+printable%252Caps%252C138&ref=nb_sb_noss
http://hbavolunteer.knowledgeowl.com/help/hba-logos
https://support.microsoft.com/en-us/office/video-create-labels-with-a-mail-merge-in-word-4aa597cc-5a81-43fd-b829-9f50d54f5ef7#:~:text=In%20Word%252C%20click%20Mailings%20%253E%20Start,Click%20Next%253A%20Select%20recipients.

