· Open Word Template

· Go to the “mailings” tab

· In the “select recipients” dropdown, choose “use an existing list”

· Select the .CSV file from the same folder the ticket is in

· Click “OK” on all the pop ups

· PC: In the mailings tab, click “finish & merge”. Type in the range of tickets you need. It will number the tickets as it prints them. 
· MAC: Type in the range of tickets you need under “merge range”. Then choose “finish & merge” and “print documents”. It will number the tickets as it prints them.


