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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

In the Mail Merge window, click Labels

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

Starting Document

Under Change Document Layout, click Label options

Hobart and William Smith Colleges - Information Technology Services

Toals | Table ‘Window  Help

A.f? speling and Grammar. .. F7
,;,L Research, ., Ale+Click,
Language
Fix Broken Text. ..
ward Count, .

73 AutoSummarize. .

Speech

3

i Marm

Shared Warkspace. ..

# IrackChanges Ctrl+5hift+E
Compate and Merge Documents,
Protect Document. ..

Zpline Collabor akion

3

Letters and Mailings

3

| Mail Merge. ..

Mail Merge

Select document bype

what bvpe of document are you working on?
O Letters
() E-mail messages
() Envelopes

O Direckory

Mail Merge

Select starting document

() Change document layout
(") Start from existing document

Change document layout

Click Label options to choose a label size,

|j Label options. .,

How do you want ko set up your mailing labels?
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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

L= O Gl

Printer information
O Dok makrix

(%) Laser and ink jet

Label information

Traw: |DeFauIt tray { Automatically Sel |

Label products: |.¢wery skandard

Product number:

Label information

5027 - Return Address

5930 - Address

5931 Face - CD Label
5931 Spine - CD Label -

Tvpe: Address
Height: 13
Width: 2.63"

5037 - Address
I:

5961 - Address

[ Details. .. ] [ Mews Label, .. ]

| Page size: Letker (& ¥ x 11in)

[ OK ] [ Cancel

]

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

Table Iﬂinduw Help

j Draw Table

Converk
{i l Sort...

Faormula. ..

e Show Gridines

Mail Merge
©10|a

Select recipients

|{E:' IUse an existing list |

) Tvpe a new list

Use an existing list

& Browse...

) Select From Outlook conkacts

=& names and addresses from a file or a database,
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10. In the Select Data Source dialog T s
b I Sulaer Lhinl Juipea __Jd
ox, locate and select the Exce ek [ Desteon @ 2@ X i B - Took~
spreadShEEt SMY Documents
9 jMy Computer
11. Click Open Desktop EM ..... Hetwork Places 1

My Documents

v -
o
My Compuker
©
My Recent
Docurnents
» File name: PMew Source. .. Open I
Iy Metwork ’
Flaces Files of tvpe: | all Data Sources (*.odc; *.mdb; *.mde. E

12. In the Select Table window, locate
and select the worksheet

X]

Tarme Description  Modified Created
13. Check First row Of data contains ] 3j21f2011 4:43:13PM - 3{21/2011 414
| head E5] Hwi'S_SEMIOR,_PARENTSS_ 321/2011 44313 PM 3212011 414
column headers HWS_SEMIOR _PAREMTS$Print_Titles 3021/2011 44313 PM  3(21J2011 414
14. Click OK

15. In the Mail Merge Recipients

window that appears, you may edit
the recipient list: when you are First row of data contains column headers [ ok ] [ 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 the labels
Using the column names from the Excel T
: Mail Merge -

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

Arrange your labels

If wou have naot already done sa, lay ouk wour label using the Firsk
label on the sheet,

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

=] Address black. ..
= Greeting line...
_f| Electronic postage. ..

Il Pastal bar code. ..

......

=] More items. .,
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19. In the items window, click Match Fields

20. In the Match Fields window, for each
field to include, select the matching
Excel column name from the
dropdown menu

21.Click OK

INEETIaMENEENEl

Insert:
() Address Fields

f

X]

(%) Database Fields

Fields:

Student Last Mame
CWID
Zolleqe
Salutation
Address 1
Address 2
Address 3
Address 4
Ciby
Skate
Postal
Counkry

Makch Fields. .. ] [

Insert ] [

Cancel ]

wlaeie ) Flalids

[X]

Mail Merge has special Features for easily warking with addresses. Use the drop-down list
ko select the proper dakabase field for each address field component,

Required information
Lask Marne
First Mame
Courkesy Title
Company
Address 1
City
State
Postal Code
Spouse First Name
Optional information

Middle Mame
LUEE;

L

{nok matched)

Salukation

{nok makched)

Address 1

-

City

-

Postal

State - |

-

{nok matched)

-

[{not makched)

Hl

[font roabchady

Use the drop-down lisks ko choose the Field from your database that corresponds bo the

address information Mail Merge expects (listed on the

left.)

Lo _J

l Cancel
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22. In the Insert Merge Field window, click the first field Vi = v
ITSETiaMETEEN el O L3

to insert
Inserk:
23. Click Insert () pddress Fields (%) Database Fields
] ) ] ] ] Fields:
The field will be placed on the label line clicked in student First Name
Step 17. Student Last Mame
CWID
. . . Zollege
24. In the Insert Merge Field window, continue to add [ 1
fields until the label is complete Address 1
address 2
25. In the Insert Merge Field window, click Close 233:2:23
City
Skate
Postal
Caunkry
[ Makch Fields. .. ] [ Insert ] [ Cancel

26. On the page of labels, in the first label where

i - E [ iejesi sntdl - Microsoft Word
the fields have been added, enter line breaks, =1\ DocumEntiShitrpsoiferd

commas, spaces, etc. until the label is : File Edt Wiew Insert Format Tools  Table W
formatted correctl : o
y NS HSRIYE F9-o-0
El : g ORI DD TMEMEER D D DD MDD TRUIES

sSalutations

soddress_1s

sioddress_2s

£ Cityy, «States #Fostaly
£ COUNtryy

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

Mail Merge window, under Repllcate When vou have finished arranging wour label, click Mext, 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 butkon below,

IUpdate all labels
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Preview the labels

28. In the Mail Merge window, under Replicate ! Mail Merge
Labels, click Next: Preview your labels

e Page through each label by clicking the

Next Record and Previous Record buttons | preyiew your labels

° Prev_leyv a SpeCIfIC label by CIICkIng Find Some of the merged labels are previewed here, To preview
Recipient another label, click one of the Following:

Recipient: 1

_ Find a recipient. ..

Complete the mail merge and print the labels

29. In the Mail Merge window, under Replicate Labels, click Merge toPrinter ‘3
Next: Compete the merge
Print records

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

) Current record

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 | ok ||| cancel

() Eram: To:

32. Click OK
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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