Mail Merge

Creating Mailing Labels

3/28/2011

Creating Mailing Labels in Microsoft Word

Address data in a Microsoft Excel file can be turned into mailing labels in Microsoft Word through a
mail merge process. First, obtain or create an Excel spreadsheet with the address data. Second, a
label template must be set up in Word. Third, using the template, create labels containing the

address data from Excel.

To create labels in Word 2003:

Set up the label template

1. In Microsoft Word, go to Tools > Letters
and Mailings > Mail Merge

2. In the Mail Merge window, click Labels

3. At the bottom of the Mail Merge window, click Next:

Starting Document

4. Under Change Document Layout, click Label options
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,,LL Research. ..
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Mail Merge

Select document bype
what bvpe of document are you working on?
() Letters
() E-mail messages
{7 Envelopes

() Directary

Mail Merge

Select starting document

How do you want ko set up your mailing labels?

{%) Change docurnent layout

() start from existing document

Change document layout
Click Label options to choose a label size,
|j Label options. .,
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5. In the Label Options window, adjust the
settings to match your printer and label
sheets for the following:

e type of printer

e name of the label company

e product number of the label
sheets

6. Click OK

Word will use these settings to create a label template. You may
need to go to Table > Show Gridlines to see the structure.

Connect to the recipients

7. At the bottom of the Mail Merge window, click Next: Select

recipients

8. In the Mail Merge window, under Select
recipients, select Use an existing list

9. Under Use an existing list, click Browse
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=& names and addresses from a file or a database,
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10. In the Select Data Source dialog T a0
box, locate and select the Excel 50 (B ot 0 @-00@ X 0@tk
spreadsheet =t
I 1My Documents
tﬁ __g’My Camputer
. %
11. Click Open s |y
I
My Documents
48
My Compuker
e
My Recent
Docurnents
‘_L‘] File name: =
My Nefvxrork L - | [Mew Source. .. Open I
Places Files of type: | al Data Saurces (*.odc; *.mdb; *.mde | | Cancel
12. In the Select Table window, locate — Iﬁ
and select the worksheet | -
Tarme Description  Modified Created
13. Check First row Of data contains |- g "-"""'\‘."“\":‘]l 3212011 44313 PM 32112011 4147
| head ES Fwis_SEMIOR_PARENTSS. 321/2011 414313 PM  3j21/2011 414
column headers [ Hw's_SEMIOR. PARENTS$Print_Titles S(21j2011 44313 PM  3j21/2011 414!
14. Click OK
15. In the Mail Merge Recipients
window that appears, you may edit . i
the reCipient ||pStp Wher?/ you ar.ye First tow of data contains column headers [ ok J [ Cancel

satisfied, click OK

16. At the bottom of the mail merge window, click Next: Arrange your labels

Add placeholders, called mail merge fields, to

Using the column names from the Excel
spreadsheet, position the address fields on the
label.

Note: When you insert a mail merge field into the
label document, the field name is always
surrounded by chevrons (« »). These chevrons do
not appear on the final labels.

17. On the page of labels, click on the top line
in the first label

18.In the mail merge window, click More items

the labels

Mail Merge

Arrange your labels

If wou have not already done sa, lay ouk waur label using the firsk
label on the shieet,

To add recipient infarmation ko your label, click a location in the
First label, and then click one of the items belaw,

2] Address black...

2] Greeting line..,

j Electronic postage. ..
I Postal bar code. .

------

=] Mareitems...
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19. In the items window, click Match Fields l reeri Moren Eiald ng

Insert:
{3 address Fields (%) Database Fields

Fields:

i Stadent Firsk Mame |
Student Last Mame
CWID
Colleqe

| Salutation
Address 1

| Address 2
Address 3
Address 4
ity

1 Skate
Postal
Counkry

Match Fields. .. ] [ Insert ] I Zancel ]

20. In the Match Fields window, for each Match Fields ﬂ
field to include, select the matching oo : _ e :
ail Merge has special Features For easily working with addresses, Use the drop-down list
Excel column name from the to select the proper database field For each address field component,
dropdown menu

Required information A
. Last Mame | {no ed)  EEN
21.Click OK First Mame {nok makched) -
Courtesy Title Salutation -
Company {nok makched) -
Address 1 Address 1 -
City ity 5
State State - |
Postal Code Postal -
Spouse Firsk Mame {nok matched) -
Optional information
Middle Mame [{nok makched) [ =
LUFE [Foat caatcbady |l

Use the drop-down lists bo choose the Field From your database that corresponds to the
address information Mail Merge expects (listed on the left,)

[ OF, ] I Cancel
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22. In the Insert Merge Field window, click the first field [ = T el
. INSERSMENBE el d
to insert
Insert:
23. Click Insert {1 pddress Fields () Database Fields
_ _ _ . _ Fields;
The field will be placed on the label line clicked in ctudent First Name
Step 17. |Student Last Name
CWID
. . . Colleqe
24. In the Insert Merge Field window, continue to add B |
fields until the label is complete Address 1
| Address 2
25. In the Insert Merge Field window, click Close igﬂ:giﬂ
ity
:Skate
Paostal
Cauntry
[matn:h Figlds... ] [ Insett ] I Cancel
26. On the page of labels, in the first label where il ;
. ’ . Il BTis 'J-'.II'J: 'J’-J: Vi L2l
the fields have been added, enter line breaks, = [DoctimiEnty SHicrosoriord
commas, spaces, etc. until the label is : Rile Edit Wiew Insert Format  Tools  Table W
form rrectl : o
ormatted correctly NEH AR 2903

o

gSalutations

shddress_1s

siddress_2s

£ Cityy, «States #Fostaly
£ CoUNtry

27. When the first label is complete, in the =] More items. ..

Mail Merge window, under Repl icate When you have finished arranging wour label, click Next, Then

Labels, click Update all labels woU can preview each recipient's label and make any individual
changes.,

The content of the first label is replicated

Replicate labels
to all the other labels. :

You can copy the lavout of the first label to the other labels on
the page by clicking the bukkon below,

pdate all labels
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Preview the labels
28. In the Mail Merge window, under Replicate
Labels, click Next: Preview your labels
e Page through each label by clicking the
Next Record and Previous Record buttons
e Preview a specific label by clicking Find
Recipient

Complete the mail merge and print the labels

Mail Merge

Preview your labels

Some of the merged labels are previewed here, To preview
another label, click one of the Following:

Recipient: 1

4 Find a recipiert. .

29. In the Mail Merge window, under Replicate Labels, click Whetoe o Brinier Lg’l

Next: Compete the merge

30. In the Mail Merge window, under Merge, click Print

31.Choose whether to print the whole set of labels, only the
label that is currently visible, or a subset of the set, which

you specify by record number

32. Click OK

Print recaords

) Current record

i) Fram: To:

[ Ok I Cancel

33. On the print dialogue box, adjust the settings as necessary and click OK

Save the label template

After creating the mail merge for the labels, it is a good idea to save the original template to use

again.

When you save the original template, you also save its connection to the data file. The next time
that you open the original template, you will be prompted to choose whether you want the

information from the data file to be merged again.

o If you click Yes, the document opens with the information from the first Excel file of

recipients merged in

o If you click No, the connection between the label template and the Excel spreadsheet is
broken; starting at Step 5 above, you can create a new merge using the existing fields but

with a different Excel file of recipients
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