        Jun 04        GUIDE FOR USING MAIL LABEL TEMPLATES

Return Address Labels    

1.  From Supply, purchase 1x4 (20 per sheet) or 1x2.63 (30 per sheet) Laser Labels (30 per sheet).

2.  Open the 20 or 30 AFSC or JMC return address template from the Mail Web site & save to your hard drive.  

3.  Open the saved file & finish typing rest of your office symbol. 

    To quickly change them all at once, click Edit, Replace, type S- in 

    ‘Find What’ box, & type S-restofsymbol in ‘Replace With’ box, then 

    click Replace All, click OK.  Resave the file.

4.  To print a full sheet of labels, click FILE, PRINT, OPTIONS, select manual feed, place the sheet face up in the manual feed tray of printer, then click OK.  

5.  If you only need one label printed, don't forget to highlight & delete info off the other labels before printing.  

TO: Mail Labels 

1.  Open the 20 or 30 TO: address template from the Mail Web site & save to your hard drive.  Open the saved file which will appear as follows:
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2.  Just start typing the address.  Use the TAB key to move to next line and between labels; DO NOT use the ENTER key.  When done, click FILE, PRINT, OPTIONS, select manual feed, place the sheet face up in the manual feed tray of printer, click OK.  

3.  The default print is uppercase so even if you type in lowercase, it will automatically change to upper case when you TAB to next line (uppercase is a USPS requirement for business mailers).

4.  Omit commander/commanding officer/etc., from address unless mail is actually for them personally.  The proper address format for mailing labels and envelopes is:

    Line 1=ATTN OFFICE SYMBOL & POC     AMCXX XX THOMAS CRUISE

    Line 2=INSTALLATION NAME            US ARMY MATERIEL COMMAND 

    Line 3=DELIVERY LOCATION OR STREET  9301 CHAPEK RD       

    Line 4=CITY STATE ZIP+4             FORT BELVOIR VA  22060-5527

5.  More details on business mail can be read on the USPS Web site.  

POC: AFSC/JMC Mail Pgm Mgr,AMSFS-IMP, brownS6@osc.army.mil.

