Mail Merge
Creating Mailing Labels 3/23/2011

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 retain numerical formatting from Excel
This setting will remain after Word is closed, so it will only need to be done once.

1. Launch Microsoft Word

2. In Mlc_rosoft Word,_ in the upper left corner, go to . Qa0 e Doca
the Microsoft Office Button > Word Options @
1 Recent Documents
j New
FT Open
H Save
_? Close
3. On the left menu, click Advanced Word Options 2
. . Paopular =
4. Scroll to the General section, and check Confirm _ e
file format conversion on open s 7] provide feedback with sound
Proofing V| provide feedback with animation
Save | ',-{- Confirm file format conversion on open
. = m -{ Update automatic links at open
5. C||Ck OK o Allow opening a document in Draft view
Customize ] Allow background open of web pages
Add-Tns Enable background repagination
I Show add-in user interface errors
Trust Center :
Mailing address:
Resources
File Locations... ‘ | Web Options.., | | Service
Compatibility options for: & pocument3
e |
‘ oK | | Cancel
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To create labels in Word 2007:

Set up the label template
1. In Microsoft Word, on the Mailings tab, in the Start

\ [ ] Do) d o @& U2 @z
Mail Merge group, click Start Mail Merge A ml e
2. Click Labels = e

Envelopes Labels ||Start Mail] Select
Merge ~ |Recipients ~ Recipient

Create El Letters
=i E-Mail Messages b ‘
i =1 | Envelopes...
= Labels..
3. In the Label Options window, adjust the T BB
. . Printer information
settings to match your printer and label B s sl
Sh eet S fOI’ t h e fO I I OWI n g | Q) Page printers Tray: Default tray ( Automatically Select) E| |
° type Of printer Label information
¢ name of the label company S
e product number of the label sheets i B — _
- ype: Easy Peel Mailing Labels - Fill Across
Height: 1"
= i o
4. Click OK = B o 2z
5063 i
(™" Details... ] | New Label... | [ oK } [ cancel }

Word will use these settings to create a label template. You may need to | [l & 4 & 9 -

go to Layout > Table > View Gridlines to see the structure. ATE nral e

s [
Select || View |Properties
7 Gridlines

Connect to the recipients

Table

5. On the Mailings tab, in the Start Mail Merge

group, click Select Recipients > Use 3
Existing List " Home Insert Page Layout References Mailings

[ HO & 9-0 3 & @+ v Do

Envelopes Labels || Start Mail]l Select Ed
Merge ~ |Recipients ~|Recipient

Create B Type New List..

& Use Existing List...

&3  select from Outlook Contacts...
-

Hobart and William Smith Colleges - Information Technology Services
Page 2 of 6



Mail Merge
Creating Mailing Labels

3/23/2011
6. In the Select Data Source dialog box, locate ) etct Dot Surce
and select the Excel spreadsheet ()= M Deswcop + = |[ Search Desteog
7. Click Open

121 Microsoft Office W— |13 ] qws_SENIOR_PARENTS_1112xls

Favorites
B Desktop
i Downloads

4p Recent Places

B Desktop
. Libranes
Documents
<. Music
© Dirtirar

New Source...

File pame: HWS_SENIOR_PARENTS_1112xds ~ | All Data Sources (“odc'.mc =

Tools = Open |‘;l Cancel
8. In the Confirm Data Source dialog box, click Contirin Data 5ol 7 'E
MS Excel Worksheets via DDE (*.xls) i et et SR
Open data source:
9. Click OK i

7] Show all |

OK ] | Cancel |

10.In the Microsoft Office Excel dialog box, for

Microsoft Office Excel
Named or cell range, select the cell range or
worksheet that contains the information that

(7 [l

Mamed or cell range:
you want to merge Entire Spreadsheet
Entire Spreadsheet |
11. Click OK —FiferDatabase

0K ] | Cancel

Add placeholders, called mail merge fields, to the labels

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.
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12.0n the Mailings tab, in the Write & Insert Fields
group, click Match Fields

13.For each field to include, select the matching Excel
column name from the dropdown menu

14.Click OK

15.In the space for the first label, click on the line where
the first field should go

16.0n the Mailings tab, in the Write & Insert Fields group,
click Insert Merge Field

17.Select the first field to add

18.Click Insert

Mailings Review View Acrobat Design La

S B E e
Highlight ~Address Greeting Insert Merge
Merge Fields Block Line Field ~ 9] Update Labels

Write & Insert Fields

Match Fields 2
In order to use special features, Mail Merge needs to know which
fields in your recipient list match to the required fields. Use the

drop-down list to select the appropriate recipient list field for each
address field component

Courtesy Title | Salutation Tl'*
First Name (not matched) z [
Middle Name | {not matched) E]
Last Name (not matched) zl =
Suffix | (not matchedj_ E
Nickname (not matchedj IZ] L
Job Title | (not matched) E]
Company (not matched) z
Address 1 Address_1 B3
Address 2 | Address_2 |~
City City Ed
State State Sl
Pratal Cade Pratal = |ﬂ

Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge expects
(listed on the left.)

|:I Remember this matching for this set of data sources on this
computer

| Cancel ‘

Insert Merge Field ® .
Insert:
(") Address Fields (@ Database Fields
Fields:

Student_First_Name
Student_Last_Mame
CWID

gjege

Salutation
Address 1
Address_2
Address_3
Address_4
City

State
Postal
Country

e

Match Fields... I

Insert J l Cancel
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19.In the space for the first label, click on the line or space where the ; B Figas s
next field should go j S
| = 47, Mateh Field
20.0On the Mailings tab, in the Write & Insert Fields group, click the I”SEFTt l’:J'TE_”JE 4 Update Lab
dropdown portion of the Insert Merge Field button i

5

el

|
[ Student_First_ MName

21.Select the next field to add Sident bast Rame

22.Continue in this way to add fields until the label is complete . CWID
Coll
Commas, spaces, and other text may be added by typing them in ° Eg?
the correct places. Salutation
Address_1

23.When the first label is complete, in the Write &
Insert Fields group, click Update Labels

Mailings Review View Acrobat Design

=S B E B oS

The content of the first label is replicated to all 41 Match Fields

La

the other labels. Highlight Address Greeting Insert Merge
Merge Fields Block Line Field -

|£] Update Labels

Write & Insert Fields

Preview the labels

24. On the Mailings tab, in the Preview Results group, click = .
Preview Results “t"‘:{*i | K u 5 i
e Page through each label by clicking the Next Record : 21 Find Recipient
and Previous Record buttons Preview
e Preview a specific label by clicking Find Recipient Results | 2 Auto Check for Errors

Preview Results

Note: In the Start Mail Merge group, click Edit Recipient
List, which will open the Mail Merge Recipients dialog box, to filter the list or remove certain
recipients.

Complete the mail merge and print the labels

25.0n the Mailings tab, in the Finish group, click Finish & =il =
Merge > Print Documents =13 : _]
ot -

Finish &1 Merge to
Merge =|| Adobe PDF

! L3 Edit Individual Documents...

w% Print Documents...

| r—

Hobart and William Smith Colleges - Information Technology Services
Page 5 of 6



Mail Merge
Creating Mailing Labels

3/23/2011

26.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

27.Click OK

28.0n the print dialogue box, adjust the settings as necessary
and click OK

Save the label template

Merge to Printer

! Current record

To:

[ =%

| Cancel

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

again.

29. Go to the Microsoft Office Button > Save

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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