
Create a New Database Document or Select an Assistant

You may have created an address list database you wish to use, however, this 
guide features the Address List, which AppleWorks provides as an 
assistant/stationery file. It makes no difference which address list database you 
use. The process described in this guide can be easily applied to both.

1. Start AppleWorks.

2. In the New Document dialog box, click the Use Assistant or Stationery  
radio button. The Category: pop-up menu is set to All Assistants.

3. Highlight Address List – click OK.

4. The Address List Assistant Welcome dialog box is displayed – click 
Next. Remember, AppleWorks is going to create a basic Address List 
database that can be modified and expanded to fit the needs of the user.
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One of the first files new users create in the AppleWorks’ database module is an address book; making 
mail labels is one of the first projects users want to create and print from an address book database.  
Unfortunately, many users build a mail label format the hard way: create a new label format, move six or more 
text fields onto the label format, size each text field by trial and error so its contents will not be cut off when 
printed, move each field to its correct location on the label then tell AppleWorks to make contents of fields, 
such as Last Name, City, State and Zip slide left to eliminate excess space, etc. Get the idea? Cumbersome? 
Absolutely! This guide explains a much more effective method to make labels; it makes use of Calculation 
fields that greatly reduce the tedium and frustration a user encounters when making labels the “hard way.”
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Create Mail Labels

Check it out!

See additional guides on 
creating  Return Address 
Labels, custom Business 
Cards and numbered raffle 
tickets. All of these guides 
use label formats of 
various sizes.

AppleWorks is a Registered 
Trademark of Apple, Inc. 

Check it out!

Not sure how to create a 
database from scratch, 
then check out the guide 
on creating a database.


