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AVERY
Avery is everything you can ever imagine for printing labels.

You can design and print your labels online, or you can download an app 
(Design&Print) and design and print at home.

The list of available products at Avery.com is extensive with an eye on business:

This review is specific about designing and printing labels at home using Design&Print. 
Download Design&Print here: http://tinyurl.com/h6f2jn9 

Design&Print was introduced to replace DesignPro. If you have been using DesignPro 
in the past, any templates or jobs set up with that app are not compatible with 
Design&Print. In addition, DesignPro may give you problems in macOS Sierra. If you 
do still have DesignPro, hang onto it for your old projects, but use Design&Print for any 
new projects. The Design&Print app optionally saves your projects online with Avery.

For the home user, the main usage of Design&Print would be to print business cards, 
greeting cards, and mailing labels. If you print CD labels, do not insert those CD’s into a 
vertically mounted CD player (such as an older iMac) because the labels applied to a 
CD can come loose in the CD drive and thoroughly ruin your day. 

Design&Print is deceptively simple to 
use. The start page is clean with ample 
images to guide you in starting a new 
project or to open an existing one.

If you intend to save your project on-
line with Avery, click the “Sign In” but-
ton. If you do not already have an Av-
ery account, create one (free, no obliga-
tion to buy anything). If you are saving 
your projects on your personal com-
puter, don’t bother to sign in.
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If you know the Avery label product number, enter it into the Start a Design & Print 
Project field and click Go. Otherwise, click on an image that most closely represents the 
type of label you want to print. For this exercise, let’s try to print mailing labels for a 
Christmas list. Click on the Address & Shipping image.

Probably the best label to use for a Christmas list would be product number 5159, which 
consists of 14 labels in two columns, each label is 4” x 1 ½”. There’s plenty of room on 
this label for both an address and an image. Scroll down through the list and double-
click on 5159; or enter the number in the Quick Search field, press return, then double-
click on 5159. What you see next are three possible templates to choose from (as of 
12/12/2016). For this demonstration, we’ll choose the default. Click on Next.

In the image that follows, you will see the default conditions for editing the content of 
the mailing labels. You have a choice of editing all labels (all the same), or each label (all 
different), or performing a mail merge. For this demonstration, we’ll do a mail merge. 
Notice also that you can edit the image on the labels.  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For mail merge, click on Import data (Mail Merge) in the lower left of the Dialog Boxes. 
Before we can actually start a mail merge, we need a CSV (comma separated values) file 
that contains the list of addresses to be imported. This may seem a little complicated to 
do, but is actually quite easy.

To create a CSV file of addresses, open Numbers and start a new Basic Blank sheet 
(you’ll also need to delete the first row and the first column since they are row and col-
umn headers that won’t be used), then open Contacts, select the names to be used for 
the mail list in Contacts, and then drag that list of names onto the first row-column (1-
A) of the open Numbers sheet. All of the names selected must have a complete home 
address. For this demonstration, we’ll create a new Contact Group, label the Group as 
Christmas List, and then drag the names into that Group. This will make is easier to ac-
cess just that list of names from this point on. The list created will have 21 entries, 
enough to almost populate two full pages of mail labels (there are 14 labels per page). 
With the Christmas Group created and populated, select all names in that group and 
then copy them to the clipboard. Next, open the Numbers app, select 1-A in the blank 
sheet, and then paste.
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The next thing to do is to delete all the columns in the Numbers sheet that we do not 
want to use for the mail labels. Hold down the Command key and select the columns to 
delete, then right click on one of the selected columns and click Delete Selected Columns. 
The only columns that should be left are Last Name, First Name, Address: Home: Street, 
Address: Home: City, Address: Home: State, and Address: Home: Zip. Right-click on Column 
A and then select Sort Ascending. Everything is now sorted in proper alphabetical order 
by Last Name.

To get the CSV file, in the Menu Bar, select File > Export To > CSV… In the next window, 
select the CSV tab if not already selected and then click on Next.… Change the filename 
to something appropriate and select an appropriate folder to save the file into. You can 
now quit (and optionally save) the Numbers app and the Contacts app.

Now, back to the Design&Print app, we are ready to perform the mail merge.

Click inside the text box that contains the default 
Name, Address, City State Zip Code info. These are 
just placeholders and will be replaced with actual 
data. It doesn’t matter where the text cursor is, 
what matters is that you now see a bounding box 
around all the text. Notice that you now see the 
Text dialog box open. You can change the font type and size if you like, but try not to 
get too fancy as the post office might have difficulty with some fonts.

Select the button Start Mail Merge.

Select Browse for File.

In the Finder window, navigate to the folder that contains your newly created CSV file, 
select it, and click on Open.

In the next window, look for an entry that shows “Last Name” for Last Name and 
uncheck the box. We don’t want that entry showing up in the mail labels.

Carefully review all the entries to ensure that every entry has all the required fields with 
data in them. For those entries that do not have all the info, uncheck the boxes for those 
entries. You will be able to edit things, if necessary, once the mail merge is complete.

Click on Next>.

In the next window, drag the fields from the left pane into 
the right pane in the proper order, adding spaces and/or 
commas between fields as appropriate. In the right pane, 
remove any blank lines at the end.
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Click on Complete Merge>.

You may notice that all of the entries in the mail la-
bels are center justified, and you probably might 
want them left justified. To change this, first make 
sure that Edit All is active in the thumbnail view 
(upper right) and then highlight all the text in the 
text box. Next, click on the icon representing Left Jus-
tify in the Text dialog box.

Notice that all entries in the thumbnail view are now left justi-
fied.

While the text box in the mail label is selected (click anywhere 
on any word), you can move the entire text box around, like 
maybe to center it vertically. At this point, you can also make 
any edits to an address, such as adding spaces to separate an 
apartment number from a street 
address. Notice that the text is 
highlighted in yellow; this indi-
cates fields that were merged 
into the text box.

In the thumbnail view, click on every label to review the content to ensure that it is cor-
rect. Be sure to review all sheets.

Some addresses may be excessively long and this will cause a word wrap on that line. 
To correct for this, you would have to widen the text box by grabbing the right edge and 
pulling it to the right. This may cause the address to spill over onto the image, so then 
you would have to also change the image size.

You may optionally change the image in the mail labels, and you can optionally use a 
different image for each label.

You are now ready to print your mail labels. Some printers may have a problem feeding 
the blank sheets because of their thickness. Some printers can be adjusted to accommo-
date thick and thin pages. If your printer does not feed correctly, you may have to place 
just one sheet at a time in the paper tray.

And finally, you can view a video of a mail merge operation here:
https://www.youtube.com/watch?v=XtA1wiyHEQA
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