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USING MAIL MERGE TO CREATE MAILING LABELS
(FROM EXCEL OR WORD DOCUMENTYS)

1. Set up the Excel or Word document with the information for your labels. Be sure dataistabled
in columns and each column is clearly labeled (first name, last name, address, city, etc...). Data
should have no blank rows. The Excel or Word document must be saved on your desktop or in
Y our Documents.

2. Open anew Microsoft Word document, choose Tools>Mail M erge>Create>Mailing L abels.

3. Select New Main Document.

4. Under #2 Data source, click on Get Data. Select Open Data Sour ce.

Main docurment: Locurmentd

2 Crakta source

£ GetData ™

Creake Dakta Source. .
Open Daka Source. .,

3m
Use gddress Book,. |

Header Options. ..

Select the document (for this example we're using an Excel document) to be merged.
When the dialog box pops up, select Entire Worksheet and then OK.

At next screen, select Set Up Main Document.

In the label options box you will have to enter printer and label specifications.

Select OK when done selecting.
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9. Createthelook of your label by selecting the Insert Merge Field.
/_-flil

Choose the Inserk Merge Field button to inserk mer Elds inkto the
sample label. You can edit and Format the mer elds and text in the
Sample Label box.

Inserk Merge Field — A/I/ Inserk Postal Bar Code. .. I

Sample label:
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10. Clicking on the Insert Merge Field will give you the column headers from your data.
Click on each header in the order that you want it to appear on your label.

Create Labels L il 4 |

sample label. v¢u can edit and Formak the merge Fields and Eext in the
Sample Label b,
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Choose Ehe Ins?: Merge Field button ko insert merge Fields inkto the
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11. To display the merged data correctly, make sure to type spaces and punctuation between the
merge fields, outside the merge field characters (« »). To placeamerge field on anew line,
press ENTER.

Select OK when finished.

Create Labels

Zhoose the Insert Merge Field button to insert tae Fields into the
sample label. ¥ou can edit and Farmat the mi e fields and text in the
Sample Label box.

Insert Merge Field /I/ Insert Postal Bar Code... I

Sample label:

whirst names «lagknames ﬂ
waddresss
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Ok I Cancel I

12. In the Mail Merge Helper box select Merge.

3
Merge the data with th turment

Query Opkions. .. |

Cptions in effeck:
Suppress Blank Lines in Addresses
Merge to new document

Close |

13. Select M erge again on the next merge screen and a copy of your labels will appear.
14. Make sure that your label paper isin your printer properly. Then select Print.
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