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Christmas is close and it is time to 

send your Christmas cards.

This can be a major job, but with a 

little bit of planning you can save the 

time you would spend addressing all 

the envelopes.



1) You need a computer and a printer.



Avery are the main producers of Labels and have 

been producing label stationery for over 80 years. 

They have a range of 900 labels in varying shapes 

and sizes.

These can be bought on A4 sheets. 

2)  You need Address Labels



Avery allocate a unique code which defines the 

dimensions and number of labels on a sheet. 



L7166                                           L7160

L7654                                             L7651



3) You need a list of the Names & Addresses

The easiest way to create this file is by using a 

spreadsheet application such as MS Excel or the 

free LibreOffice Calc.



If you do not want to use spreadsheet software 

then you can still use a text editing application 

such as Microsoft NOTEPAD. 

Just create the file in CSV format by splitting 

the lines of address with a comma “,”.



4) You need Label Printing Software

In the past you may have used a Mail Merge, 

but Avery have free software that has much 

more flexibility and is easy to use.

Avery Design & Print



Initially this software was only available to 

download, but from 2019 Avery state that the 

software is only available to use online via its 

website. 

Avery Design & Print

https://www.avery.co.uk/labels



To use the application you will need to create an 

account



However it does appear that you can still download it at: 

https://www.avery.com/software/design-and-print/desktop



In this presentation I will be using the downloaded 

version of the software and using Avery label code 

L7160.



DEMONSTRATION



At the initial screen enter the code of the labels being used 

(L7160) and click “GO” 



You are then presented with a selection of different label designs.

Select the one you require and it will highlight and then 

click the “Next” button





We now need to create a box to print the address details in.

Click on “Add Text Box” and format the size of the box on the label.



Now to add the address detail.

Click on “Import Data (Mail Merge)” and then “Start Mail Merge”

Click on “Browse for File” to select your file with the required 

addresses.



Once selected, click the “Open” button



Untick the first entry, otherwise it will produce a label for 

your column headings and click “Next”



You now drag the 

required address data into 

the “Arrange fields” box

Now click “Complete Merge”



You can realign the address in the label if you want, but 

when ready click “Preview & Print”



Put your label stationery in the printer and click the “Print” button


