
 
 
 
Exporting label data out of CDS and to Microsoft Word allows you to further customize 
the label font style, size, and color.  
 
To export existing CDS labels to Microsoft Word: 

• Select Reports in the main menu. 
• Then select Print Labels from the Reports menu. 
• In the Label Setup summary spreadsheet, select the labels you’d like to export to 

Microsoft Word. 
• Click the Run button. 
• Click the Export button in the label print preview toolbar. 
• From the Export window, select the appropriate options from the Format and 

Destination fields and click OK. 
Note: In the Format drop-down field, Separated Value (CSV) offers the most flexibility 
as it can be opened in a number of different applications. The same is true for Disk File 
in the Destination drop-down field, Disk File also offers the greatest flexibility. 

• Click OK in the Character-Separated Values window. 
• In the Number and Date Format Settings window, tag the appropriate boxes if 

you have any dated or number value fields (such as dollar amounts) to maintain 
consistency. Otherwise, leave these boxes blank and click OK. 

• In the Choose Export File window, select a location to save your label file to and 
click Save. 

• Click on the saved file from your selected location. If you saved your file in the 
.csv format, your file should open in Excel. 

• From the Excel file, expand the columns and insert a first row by clicking on 
Insert in the main menu. Then click Rows in the Insert menu. 

• In the new first row, define each column by typing a column heading. 
For example: Type Name; Street; City, State, Zip; and Greeting above each appropriate 
column. Word will use the information in this first row to create Merge Fields. 
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Figure 1: Excel file in .csv format 
 

• Click the Save button in the Excel toolbar.  
• Then click Yes in the Excel window. 
• Open a new document in Microsoft Word. 
• From the new Word document, select Tools in the main menu. 
• Select Letters and Mailings from the Tools menu. Then select Mail Merge. 
• Tag Labels in the Mail Merge window. Then click Next: Starting Document. 
• In step 2, select Label options. 
• From the Label Options window, select the appropriate Avery label and click 

OK. 
• From the Mail Merge window, click Next: Select Recipients. 
• Click Browse to search for your existing list. 
• In the Select Data Source window, browse for the existing label list saved 

earlier. 
Note: If you cannot see your saved file, select All Files (*.*) from the Files of Type drop-
down. 

• Double-click on the existing label list from the Select Data Source window. 
• In the Mail Merge Recipients window, sort the list by clicking on the appropriate 

column headings if necessary and click OK. 
• In the Mail Merge window, click Next: Arrange your labels. 
• From the label document, place the cursor in the first cell. 
• Click More Items from the Mail Merge window. 
• Select the first merge field from the Insert Merge Field window and click Insert. 
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Figure 2: Insert Merge Field window 
 

• Repeat this step for each of the merge fields and close the window. 
• Separate each merge field in the first label cell by placing your cursor between 

each merge field and pressing the enter key. 
• Highlight the merge fields in the first label cell and right-click on the merge fields. 

From the cursor menu, select Font. 
• From the Font window, change the font, size, and color as desired and click OK. 
• Click the Update all Labels button in the Mail Merge window to reflect the 

changes in every label cell. 
• Then click Next: Preview your labels in the Mail Merge window. 
• After reviewing your labels, click Next: Complete the merge in the Mail Merge 

window. 
• With the appropriate Avery label paper set in the printer, click Print in the Mail 

Merge window to print your labels. 
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