Complete Guest list using the Spreadsheet Template, SAVE using the name and date of your event and CLOSE

Open the appropriate Master for Merging Nametags file as found on the website.
Click YES to the box that pops up

Click the Mailings tab in the toolbar at the top
Click Select recipients
Click Choose and Existing File

Locate your Guest list file from Step 1file.


Click OK on the next screen that pops up.  
Click:  Finish and Merge at the end of the toolbar at the top
Click:  Edit Individual Documents
You will be able to see all of your nametags at this point.  Scroll through them to make sure everything looks ok adjusting the size of the font as needed to make names fit on one line, etc.

Load name tag paper (Avery 5595) into your printer and print.
