PRODUCING LABELS USING XNAD 
XNAD does two things: generates rosters and creates one saved list of all students enrolled in the chosen courses/sections.  
This saved list, via a Datatel process, can be used to extract demographic information for each student in the list to be used to create labels through a Word mail merge.
1.  Create the Saved List using XNAD.  (See document entitled Printing Class Rosters – XNAD) 
2.  Defining the document (labels) in Colleague: This only needs to be done once.  

You will always be able to use the same “document”.  
(For more detailed information on created a document, 
see Creating a Winteg Word Document and Word 2007) 
In the Quick Access box on your Colleague Main Menu, enter DOC (Document  codes).  This is where you will create and define your labels in Colleague.  
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Colleague will prompt you for a document name:
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You will name your document as follows:

the 1st letter will be for your office, 
the 2nd  one will be “D” for  document 
followed by LABELS   
In the sample below,  the label is called BDLABELS - B=Business Department, D=Document and then LABELS.  

Here enter the document name unique to your office.  You will get a message “record not found—reenter or add” .  Click on “add” which will then allow you to complete the screen as indicated on the next page. 
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Next you will detail in on Document File Setup where you will define the fields that will create the labels.  This can be completed exactly as you see on the following pages.  This set up will  generate name and address labels. Again, this is one time set-up only.
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Save and finish out to DOC.

On DOC detail in to Hard Copy Document Options to launch Word and complete the setup of your labels on the Word side. This is one time setup.  To actually print the labels, proceed to using DMP, below.
2.  Document Merge Processing  (DMP) – uses the document you created and a savedlist to extract information from Colleague
Go to DMP (Document Merge Processing) from the Quick Access box on the Main Menu.
At document lookup prompt, enter the name of your document.  Your document will appear as you have already defined.  A SAVED LIST NAME MUST BE ENTERED ON DMP! 

If you want to keep a history of the fact that this document was processed for a person, say YES to Update History.
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After entering the saved list name, Save and Exit (or hit F9).  You will get two messages:

“Beginning merge processing for document:<<your label name>>

“Selecting savedlist:  XNAD_BTHELEN”.
For a label that has been defined as a Winteg.word document, 
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Hit Enter, to launch Word.

When the Word 2007 screen below launches, click on Options:
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When the screen below opens, click on Enable this content, then on OK. 
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Then click on Alt+M.  You will be prompted twice for permission to continue, say Yes:
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Word will merge the data from the Colleague label into your Word label as below:
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XNAD AND LABELS 1-2-3-4

The label process reduced to 4 steps (after all of the original setup has been done as above).

IN COLLEAGUE

1. Create Saved List →XBCC →  XRGM →  XNAD
2. DMP (Document Merge Processing).  REMEMBER to  enter the Saved List name:

If you used XNAD to create your saved list, enter XNAD_<<your user id>>. E.g., for user John Jones, XNAD_JJONES is the savedlist name created by XNAR.
3. If the document is a COQT document, run TPF (Transfer to PC file).  This step is not necessary
IN WORD

4. For a COQT document, go to WORD→Open your label file→ Tools→ Mail Merge→Merge→ Merge
OR 

4. For a Winteg.word document, hit Enter →Options→Enable Content→OK→Alt+M  to get from Colleague to Word 2007 and launch the macro that will merge your data to labels.
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Detail in to enter the information you want on your label.
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