Creating Participant Labels using TSC and Microsoft Word

Downloading the Participant Label File from TSC

1. Go to Plan IS > Departmental Reports > Participant Labels. (Figure 1)

[image: image1.png]Participant Labe

Bl Edt Vew Favortes

t Internet Explorer,

X)
Tooks  Help [
eﬁa(k H 2 o) Google- [ | @psearchwed - [Ehskepopupsal
Address | @] httpifflocalhost: 7080serviet/tsc planas Plan7DepartmentalRecordsServiet7i=8. v Be
Links ] Production Lb & Development €] TSC WebSte () TSC () AS4008:Java & SI0SDFAM (& WDSC Test Env
1g
(@
HELe ADOBE PRINT ISERIES PRINT JoB 106 FSERIES PASSWORD oG out
TRUST IS Trust Lookup. End Processing
Participant Labels
|
PLAN IS Active
Deceased
Leased
Reinstated
Beneficiary
Disabled ~
GTHER PRODUGTS
< >
&] Done & Localintranet




Figure 1
2. Enter the Trust Account Number of your plan and if desired select types of employees to omit. Click “Submit”.

3. Click the “OK” button in the popup that tells you that the label file was created.

4. Right click the black text on the screen that says “Right Click Here…” and select “Save Target As…” to download the label file to your PC (Figure 2).  Remember which folder you save the file to because we will need to find it later.
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Figure 2

Creating the Labels in Microsoft Word

1. Open up Microsoft Word and go to Tools > Mail Merge…
This will open the Merge Helper dialog.

2. In the Mail Merge Helper dialog select Create > Mailing Labels. (Figure 3)
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Figure 3


3. Click the “Active Window” button in the popup window.

4. In the Mail Merge Helper dialog select Get Data > Open Data Source (Figure 4).  Browse for the Participant Labels file that we created earlier. You must select “All Files (*.*)” in the “Files of Type” selection to be able to see the Participant Label file since is has a .csv extension.  Select your Participant Label file and click “Open”. (Figure 5)
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Figure 4
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Figure 5


5. Click the “Set Up Main Document” in the dialog window that pops up to create the template layout for your mailing labels.

6. Select the type of label that you will be printing and click "OK".

7. Use the "Insert Merge Field" selection to design your label. When you are finished click "OK". (Figure 6)
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Figure 6

8. Click the "Merge" button in the Mail Merge Helper dialog. Click the "Merge" button in the Merge dialog that pops up.

9. This creates a new document that contains your mailing labels. Put your blank label sheets in the printer and print this document or save it if you want to print it later.

