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Meal Labels Tutorial

On a MAC OS

Run meal labels report

In your Polixen system: On the left-hand side menu, go to Reports > Meals on 
Wheels > Meal Labels. Then select the appropriate date and click Run Meal Labels 
Report. Download the resulting file.
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Create a labels template
Note: this step only needs to be done once. Once the template has been set up for 
the meal 
labels, you can reuse it.

In Microsoft Word: Create a new document. Then select the Mailings tab at the top, 
and click the Labels button.
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This will bring up a Labels dialogue box. This displays the kind of label the mail 
merge template 
will use. 

Click the Options button under the Label heading to change it.
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Select the appropriate label from the options provided. Most label brands and 
products are 
listed. If your label is not there, please contact Polixen for further instructions on 
creating 
the label template.

Once you’ve selected the label type, click the OK button to get back to the Labels 
dialogue box. 
Click the OK button again to see a page of labels. This will show you how many 
labels you’ll 
get per page, and how large they’ll be.
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Import the data from Polixen

Go back to the Mailings tab, and click the Select Recipients button. Select the option 
“Use 
an Existing List” from the drop-down menu.

Navigate to where you downloaded the CSV file earlier. Select the file and click the 
Open 
button.
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If a page like the following appears, just press the OK button to continue. 
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Set up labels
Select the fields from that CSV file that you’d like to appear on the labels by clicking 
on the Insert Merge Field button and selecting items from the dropdown list. 

You can also type directly into the text box to have spaces and line breaks between 
the fields.
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Preview Results

In the Mailings tab, click the Preview Results button to see what the labels will 
actually print 
out.
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If you want to edit the style of the labels (eg: change some words to bold, change the 
colour 
of words, increase or decrease the size of the text), edit the first label directly. 

Then, in the Mailings tab, click the Update Labels button. This will edit every label to 
match the first label. 

Save Template

Once you’re happy with the label template, you should save it as a Word Template. 
This 
way, you won’t have to set up another template later when you want to print out more 
labels. To do that, go to “File” > “Save as template”. Save it to an easy-to-access 
folder on your computer.
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Print Labels:

To print your labels, simply go to the Mailings tab, click the ‘Start Mail Merge’ button, 
and 
select the Labels option.
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Once that is done, click on ‘Finish & Merge’ and select ‘Print documents’.

Import New Data

Next time you want to print labels, just open up the Word Template you saved. 
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Dialogue boxes 
may pop up if the original CSV file has been moved or deleted, like the File 
Conversion box 
from earlier, but unless it says there’s an error, you should be able to simply click OK 
to 
continue. 

Repeat the process above.

On Windows PC

Run meal labels report

In your Polixen system: On the left-hand side menu, go to Reports > Meals on 
Wheels > Meal Labels. Then select the appropriate date and click Run Meal Labels 
Report. Download the resulting file.
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Create a labels template
Note: this step only needs to be done once. Once the template has been set up for 
the meal 
labels, you can reuse it.

In Microsoft Word: Create a new document. Then select the Mailings tab at the top, 
and click the Labels button.
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This will bring up a Labels dialogue box. This displays the kind of label the mail 
merge template 
will use. 

Click the Options button under the Label heading to change it.
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Select the appropriate label from the options provided. Most label brands and 
products are 
listed. If your label is not there, please contact Polixen for further instructions on 
creating 
the label template.

Once you’ve selected the label type, click the OK button to get back to the Labels 
dialogue box. 
Click the OK button again to see a page of labels. This will show you how many 
labels you’ll 
get per page, and how large they’ll be.
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Import the data from Polixen

Go back to the Mailings tab, and click the Select Recipients button. Select the option 
“Use 
an Existing List” from the drop-down menu.



Meal Labels Tutorial 18

Navigate to where you downloaded the CSV file earlier. Select the file and click the 
Open 
button.

Set up labels
Select the fields from that CSV file that you’d like to appear on the labels by clicking 
on the Insert Merge Field button and selecting items from the dropdown list. 

You can also type directly into the text box to have spaces and line breaks between 
the fields.
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Preview Results

In the Mailings tab, click the Preview Results button to see what the labels will 
actually print 
out.

If you want to edit the style of the labels (eg: change some words to bold, change the 
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colour 
of words, increase or decrease the size of the text), edit the first label directly. 

Then, in the Mailings tab, click the Update Labels button. This will edit every label to 
match the first label. 

Save Template

Once you’re happy with the label template, you should save it as a Word Template. 
This 
way, you won’t have to set up another template later when you want to print out more 
labels. To do that, go to “File” > “Save as”. Choose “word template” as a file type.

Save it to an easy-to-access folder on your computer.

Print Labels:

To print your labels, simply go to the Mailings tab, click the ‘Start Mail Merge’ button, 
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and 
select the Labels option.

Once that is done, click on ‘Finish & Merge’ and select ‘Print documents’.
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Import New Data

Next time you want to print labels, just open up the Word Template you saved. 
Dialogue boxes 
may pop up if the original CSV file has been moved or deleted, like the File 
Conversion box 
from earlier, but unless it says there’s an error, you should be able to simply click OK 
to 
continue. 

Repeat the process above.


