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Printing Client Address Labels from NAMIS

NAMIS offers the ability to run a report to create client address labels, however the
report does not match current label layouts. NAMIS does not have the functionality
to adjust the page margins to fit standard labels.

This information memorandum provides guidance to use the NAMIS Client
Address Label report and put it in any label layout needed, using Word Mail

Merge. See the attached document for instructions.

If you have questions or wish to discuss the template separately, please contact
Amy Hochstetler at dhhs.aging@nebraska.gov.

This guidance document is advisory in nature but is binding on an agency until amended by such agency. A guidance document does not include internal procedural
documents that only affect the internal operations of the agency and does not impose additional requirements or penalties on regulated parties or include
confidential information or rules and regulations made in accordance with the Administrative Procedure Act. If you believe that this guidance document imposes
additional requirements or penalties on regulated parties, you may request a review of the document.
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First Time Set Up
1. In NAMIS, run the Client Address Labels report. It can be found under the Miscellaneous
module.
2. When the report is open, click on the Save As button.

File Edit | View | Administration Security Transactions Reports Window

2| (@] oal=] +(E3) @l [+ ' | e e
3. Save the report as a .CSV (comma separated value) file in a place you can locate. A CSV file still

opens with Excel, but will not be an .XLSX or .XLS file.
File name:

Save as type:Eomma Separated Value (*.csiT_l

4, Open the .CSV file.

Do Highlight Row 1.

A B C D E F
1 I_Test User1 101 CORNHUSKER ST. 'Lincoln NE 68509
6. Go to the Insert button, and select Insert Sheet Rows.

Z Ay
[Z] Fill

2 Cle

o
&= Insert Cells

E: Insert Sheet Rows :l

[,:‘]_ Insert Sheet

7. Row 1 is now blank. It will be the header column. In the cell A1, type: Name. In cell B1: Address
1:in cell C1, Address 2. Leave cell D1 blank. Title cell E1: City, State, Zip.
A B C D E F
-
2 TestUserl 101 CORNHUSKER 3T. Lincoln NE 63509

L
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8. Save the .CSV file.

A pop up may occur. It will ask: “Some features in your workbook might be lost if you save it as
CSV (Comma delimited). Do you want to keep using that format?” Click Yes.

Microsoft Excel @

{0 Some features in your workbook might be lost if you save it as CSV (Comma delimited).
|

¥ po you want to keep using that format?

E| No | | Hep |

-

9. Close the .CSV file.

-3

10. Open a blank Microsoft Word (2010 or later) document.

11. Go to the Mailings Tab.

HOME Shrink to Fit INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

12. Click on the Start Mail Merge button, and select the Step-by-Step Mail Merge Wizard.

i [gd

Start Mail  Select b
Merge ~ Recipients - F [
% Letters

) E-emant Rlescages
) Eogeicpes
B Lames
[ Direcion

B moreasl Wosd Oogurment

I..._Q Step- by -Step Mail Merge Yirard I
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13, A new menu will appear on the right side of the document. Select Labels.

Select document type

What type of document are
you working on?

L1 Letters
. E-mail messages
Envelopes

Directory

14. Click the Next: Starting document button.

Steplof b
Next: Starting docume :

15. On Step 2, ensure that Change document layout is selected. Click on the Label options text.

Mail Merge s

Select starting document

How do you want to set up
your mailing labels?

Uze the cuntent dacument

'@ Change document layout|

Start from existing document

Change document layout

Click Label options to choose
a label size,

) Label options...
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16. Select the Label Vendor and Product Number on the label sheets. Click OK.
Label Options i m
Printer information
") Continuous-feed printers
@ Page printers Tray: Default tray { Automatically Select) E
Label information
Label vendors: E]
Fin ates on Office.co
Product number: Label infarmation
5152 Flexible Name Badge Labels - Type: Easy Peel Address Labels
5153 Print or Write Flexible Mini Mame Badge Labels Height: G
5154 Print or Write Flexible Mini Mame Badge Labels ) ) .' .
5155 Easy Peel Return Address Labels l-~l Width: 263
Q pl=ilie | b Page size: 85" x 11"
5160 Easy Peel Address Labels
Details... l New Label... let [ OK ] [ Cancel J
17. The page layout will update. Click on Next: Select recipients
Step 2 of 6
-3 MNext: Select recipients
€& Previous: Select document ty
18. Ensure that Use an existing list is selected. Click on the Browse text.
Select recipients
lo Use an existing list '
Select from Qutiook contacts
Type a new list
Use an existing list
Use names and addresses
from a file or a database.
19. Navigate to and select the .CSV file.
1 Test Labels |
. J Micrasoft Excel Comma Separate...
. M| 160KB ‘
[ MNew Source... 1
Ele name: Test Labelg
e —
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20. Click Open.

All Data Sources vl

[ Open ][ Cancel i

21. The Mail Merge Recipients window will pop up. Ensure that the box in the header field is
checked. Click OK.

Mail Merge Recipients m

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 “n Name « | Address_1 « | AutoMergeField + | Address_2 -

C:\Users\ahochst. . TestUserl | 101 CORNHUSKER ST.

C\Users\ahochst... r'7 Test User 2 102 CORNHUSKER ST,

C:AUsers\ahochst.. [V Test User3 103 CORNHUSKER 5T,

C:\Users\ahochst.., [\7 Test Userd 104 CORNHUSKER 5T.

C:\Users\ahochst.., [V TestUser5 105 CORNHUSKER ST. APT. 28

C:A\Users\ahochst... [V TestUser6 106 CORNHUSKER ST. APT.B

C\Users\ahochst.. [¥  TestUser7 107 CORNHUSKER ST,

C:\Users\ahochst... |¥ TestUser8 108 CORNHUSKER ST. =

‘-‘ i A ~— - A - ’-"-- s mmeiiiiimicmes am - ;
Data Source Refine recipient list

[ | B sem.

T Fitter..,

.| [ Findredpient..,
[ Validate addresses...

22, Click Next: Arrange your labels.

Step3ofb
l-} Next: Arrange your labels I

& Previous: Starting document

23. Click on the More items... text.

Arrange your labels

If you have not already done
so, lay out your label using
the first label on the sheet.

To add recipient infarmation
to your label, click a location
in the first label, and then

click one of the items below,

Address block..,
[F1 Greeting line...
[;‘-' Electronic postage...

l [ More items... I

_e_Ee—— .
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24, In the Insert Merge Field window, Name should be highlighted. Click the Insert button. Select
Address_1, and click Insert. Select Address_2, and click Insert. Select City_State_Zip, and click
Insert. When finished click Close.

Insert Merge Field ¥ XS

Insert:

"7 Address Fields @) Database Fields

Name
Address_1
Address 2
ST ALIE IeFi

| City_State Zip

23, The cursor will be placed in the first label field. Move the cursor between > < and push enter so
that the first label looks like this.

«Name»«Address_1»«Address_2»«City | «Namex

_State_lewl $ s«Address_1»

i «Address_2»
| jkCitv State Zio»

26. Select all of the fields in the first label.

27. Click on the Home tab, and change the font to size 10 (or another appropriate size, depending
on the font).

HOME Shrink to Fit INSERT DESIGN

g Calibri (Body) ~ AN

41 oAy

e — a—_—
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28.

Update the rest of the labels by clicking on Update all labels button on the right.

Replicate labels
You can copy the layout of
the first label to the other
labels on the page by clicking
the button below.

Update all labels

29. The label layout should look similar to this:
aName» «Next RecordeseName»
wAddress_1w «Address_1»
aAddress_2» cAddress_2»
«City_state_Zip»| «City_State_Zip»
30. Click on Next: Preview your labels.
Step4of 6
-» Next: Preview your labels
& Previous: Select recipients
31; The first page will be updated for preview purposes. It should look similar to this:
Test User 1 . Test User 2 & Test User 3
- 101 CORNHUSKER ST. ' | 102 CORNHUSKER ST. || 103 CORNHUSKER ST.
' Lincoln NE 68509 | | Lincoln NE 68509 . Lincoln NE 68509
32, After reviewing the labels, select Next: Complete the merge.
Step 5 of 6
Next: Complete the merge
€ Previous: Arrange your label:
33. Click on Print on the right side to complete the merge.

Complete the merge

Mail Merge is ready to
produce your mailing labels,

To personalize your labels,
click "Edit Individual Labels.”
This will open a new
document with your merged
labels. To make changes to all
the labels, switch back to the
original document.

Merge
L[ Edit individual labeis...

07/01/2019
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34. In the Merge to Printer popup, select All to print all records. Click OK.

Merge to Printer m

Print records

A’§ }

i_) Current record

() From: | To: }

35. In the Print Window, select the appropriate Printer and click OK.

f Print s LM :
Printer

Name: EF% Printer Name m[gmp—mJ
:;Zt:s: Idle | Find Printer... |

Where: [_] Print to file
Comment: [7] Manual duplex

Page range Copies

i@ All Number of copies: 1 =
Current page Sele

i_1 Pages: E‘ Collate
Type page numbers and/or page ranges
separated by commas counting from
the start of the document or the
section. For example, type 1, 3, 5-12 or
plsl, pls2, pls3-p8s3

tion

f
N

Print what: | Dacument \J Zoom
Print: All pages in range B Pages per sheet: 1 page |E|
Scale to paper size: No Scaling E

[ OK l [ Cancel ]

36. Once the labels have printed, save the document. Close the document.

Sl | est Label Document.docx

Save as type: {Word Document
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Future Label Printin

1. In NAMIS, run the Client Address Labels report. It can be found under the Miscellaneous
module.

When the report is open, click on the Save As button.
File Edit | View | Administration Security Transactions Reports Window

2| =[] o]z (D @l |2 | 0] 28] i

2, Save the report as the previous .CSV (comma separated value) file.
File name:
Save as type: || Comma Separated Value (*.csv)

3. The Confirm Save As window will pop up, asking: “File Name.CSV already exists. Do you want
to replace it?” Click Yes.

Confirm Save As 1
! Test Labels.csv already exists.
~* Do you want to replace it?
e
4. Open the .CSV file
5. Highlight Row 1.
A B C D E F
1 |Test User 31 1131 CORNHUSKER 5T. |Lincoln NE 68509
6. Go to the Insert button, and select Insert Sheet Rows.
. (=) o
S | | A
== Fill
Delete Format § o
b d v i E

gm Insert Cells

€= Insert Sheet Fows

Q_ [nzert Sheet




e

SUA-20-IM-02 07/01/2019
P. 11 of 12

7. Row 1 is now blank. It will be the header column. In the cell A1, type: Name. In cell B1: Address
1; in cell C1, Address 2. Leave cell D1 blank. Title cell E1: City, State, Zip.

Fa B @ D _ E F
1 (Name  JAddress ] City, state, Zip
2 TestUser 31 131 CORNHUSKER ST. Lincoln NE 68509

8. Save the .CSYV file.

A pop up may occur. It will ask: “Some features in your workbook might be lost if you save it as
CSV (Comma delimited). Do you want to keep using that format?” Click Yes.

Microsoft Excel [

(,.'o~ Some features in your workbook might be lost if you save it as CSV (Comma delimited).
|

- Do you want to keep using that format?

Coe (e ] [Ches |

~

9. Close the .CSV file.
10. Open the Word document you saved in Step #36 from First Time Set Up.

11. A Microsoft Word window will pop up stating: “Opening this document will run the following SQL
command: Do you want to continue?” Click Yes.

e e

Opening this document will run the following SQL command:
setect*FROM ¢y File path \Test Labels.csv

Data from your database will be placed in the document. Do you want to continue?

!. Sho_w Help >>
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12. When the document opens, it will be updated with the new client label data. It will only show the
first page of data.

Test User 31 Test User 32 ‘ Test User 33
131 CORNHUSKER ST. | 132 CORNHUSKER ST. ; 133 CORNHUSKER 5T.
{ Lincoln NE 68509 ' Lincoln NE 68509 Lincoln NE 68509
13. If you would like to see all records, select Edit Individual Documents.

MAILINGS REVIEW  VIEW DEVELOPER DESIGN LAYOUT

(3 Rules - @ M 1 M

¥ Match Fields " [DFind Recipient
e Preview
Eﬁs Update Labels  Ragylts D,/ Check for Errors

Preview Results
#HE 3 4 g #

N
.- t-
| | Test User 38 T
' | 138 CORNHLISKFR ST

1
¢ Te ]
y D Send Email Messages..,

139 LUIHNHUINKER N F

14. Do not go to the File menu to print, go to the Mailings menu. Click on Finish & Merge and
select Print Documents. ..

MAILINGS REVIEW VIEW DEVELOPER DESIGN LAYOUT

(3 Rules - @ WL
T ¥ Match Fields [ Find Recipient
i Preview
réﬂ Update Labels  Resyits D} Check for Errors
Preview Results [." Edit Individual Documents...
#E 3 4 5 # 8
H

! [*  Send Email Pw:-ssages..,

S )

If you had 61 labels in June, and then have 29 labels in July, labels 30-61 will be over-written with blanks
and will not print.

If you printed 29 labels in July, and need to print 47 labels in August, all 47 labels will print.

If you have questions, please contact Amy Hochstetler at dhhs.aging@nebraska.gov.

[==—————— e
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