Athletic.net Excel Meet Manager – XC Edition

Label Instructions
1. Download your meet in the EMMxc, save it, and then close it –labels will not work without meet data.  (NOTE - the EMMxc must be CLOSED before you continue).
2. Extract this zipped folder if you have not already done so.
3. Follow instructions below for installing the Barcode Font.
4. Follow instructions below for using the labels.

Install Barcode Font – first time users only
· Open the Control Panel – “Switch to Classic View” if not already in it.

· Open Fonts.
· Click “File”, then “Install New Font.”

· Find the folder where you extracted the Label Folder, and then select the “Free 3 of 9 Extended Regular (True Type)” Font.

· Click OK.
· Close all Control Panel windows.

Using the Entries Labels
Word 2007

· Open the “EntriesAvery5160v1.1” Word Document.

· Click the “Mailings” tab on the Ribbon.

· Click “Select Recipients,” then click “Use Existing List”

· Find the EMMxc for your meet using the dialog box, then click Open.

· In the Select Table window choose: “A_Labels_Entries”

If you now see <<Athlete >>… then :

· Click “Preview Results” on the “Mailings” tab.

To print the labels, the standard Word print method will only print the first page, so follow this procedure:

· Click “Finish & Merge” on the “Mailings” tab.

· Click “Print Documents.”

· Choose “All” and click “OK.”

Word 2003 / Earlier
· Open the “EntriesAvery5160v1.1” Word Document.

· Click “Tools,” then “Letters & Mailings, and then “Show Mail Merge Toolbar.”

· On the Mail Merge Toolbar, select the “Open Data Source” button [image: image1.jpg]


. 

· Find the EMMxc for your meet using the dialog box, then click Open.

· In the Select Table window choose: “A_Labels_Entries”

If you now see <<Athlete >>… then :

· Click “View Merged Data” [image: image2.jpg]


 on the Mail Merge Toolbar.

To print the labels, the standard Word print method will only print the first page, so follow this procedure:

· Click “Merge to Printer” [image: image3.jpg]


 on the Mail Merge Toolbar tab.

· Choose “All” and click “OK.”

Using the Schools Labels
Same as above for Entries, except:

· Open the “SchoolsAvery5160v1.1” Word Document.

· In the Select Table window choose: “A_Labels_Schools”

