Open word as a new document or open a document you already created.

Opening the Mail Merge Sidebar Wizard

If you are using Word 2003, open your letter in Word and then bring up the Mail Merge
Sidebar Wizard by going to Tools > Letters and Mailings > Mail Merge.

If you are using Word 2007, click on the Mailings Tab on the Ribbon then click on
Start Mail Merge and select Step by Step Mail Merge Wizard.

	Step 1

The sidebar to the right will appear on the right side of the window, next to your document.

For this example, since we are working on labels, put a check  in the option ‘Labels’ and click on ‘Next: Starting document’ at
the bottom of the sidebar.
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Step 2

Keep the Check in the Change document layout

Click Label  options
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	The Label Options box will pop up.

Select by drop down the Label Vendor: Most labels will be under the Avery US Letter.

Once you have selected the vendor, select Product number. The product number will be found on the container the label came in.

Click Ok.
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If you would like to see the boarders of the labels, Click Page Layout, Page Borders
The Borders and Shading options box will pop up, select the Borders Tab, Then Select the All option.
Click ok. (Make sure you reverse, take borders off, this before you print)
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	Once you have selected the label options, and borders, Click ‘Next: Select recipients’
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	Step 3
This is the step in which the data source is linked into the Word document.
As you can see there are three options for this: ‘Use an existing source’, ‘Select from Outlook contacts’, and ‘Type a new list’.

Caution against using the ‘Type a new list’ option as the list it creates can often be difficult to manage. 

To use the Outlook contacts, you must already be using a Microsoft Outlook address book, so if you do not already
use Outlook for your e-mail, then this option will not work for you.

This leaves the first option, using an existing list. This is we entered the data we wanted to use into a spreadsheet before we started the mail merge process.
In order to tell Word where the data source is, click ‘Browse.’ 
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	Navigate to the folder where your data source is located and double click on its name to select it.
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	Because there can be several worksheets on the spreadsheet that you select, the following window pops up, prompting you to select one.

If you  have column names in the first row of your spreadsheet, make
sure that the ‘First row of data contains column headers’ box is checked.

Clicking OK.
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After selecting the tab that has the data source, another window pops up to confirm the
mail merge recipients.
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If there is someone on the list that you know you do not want to receive the label, then you can uncheck the box next to that person's row. For this case, we want all of the recipients to receive the label, so just click the ‘OK’ button.
Click Next: Arrange your labels.
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	Step 4
Inserting recipient information from the data source into the Word document. There are a number of different options for types of items to insert. If you pick any of the first four options, then Word will match the fields that you have in your data source to what it believes are the corresponding fields that it has for the items. This is called “mapping.” 

However, I have found that Word does not always get the mapping correct.

Therefore, Use the ‘More items’ option. This gives you more control over where and how the fields from your data source are inserted.
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	First select the place in the document where you want to insert a field from the data source and click on ‘More items’.

 A box will pop-up, giving you a list of all of the fields that are possible to insert. (Remember how in Step 3 we told Word that the headers were in our top row? This is why.)

 Select the field that you want to insert and click ‘Insert’. It will replace the selected section of text with “«field_name».”
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	Note the spacing around the fields. Word will merge in the data exactly where the
fields are placed. So, if you want a space between someone’s «First_Name» and
«Last_Name», you have to make sure that is there in your document.

Once you have entered all of your merged fields into the correct places and checked the formatting around them, 

Click Update all labels.

If you are satisfied with the look of the label:

Click ‘Next: Preview your letters’.
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	Step 5
At this step you are able to preview your letters to make sure that everything will look correct once the records from the data source are merged.

You can check different recipients’ letters by using the arrows, look for a specific record by searching the merge fields, or even ‘exclude’ one from the merge.

At this step check at least 4 or 5 recipients (depending on the size of your list) to make sure that all of the merge fields look right. 

After spot-checking a couple of records, click ‘Next: Complete the merge’.
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Step 6
Once you are happy with the way that your merge is set up, it is time to complete it. 

You can choose to either print the letters or view the merge as individual letters.

Either option will bring up the box below. 
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	You can choose to merge all of the records in the data source, just the
‘Current record’ that you are displaying in the preview, or a certain section of continuous records.

Click OK
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If you are selecting a certain selection of records from an Excel document, remember that the first row is the Merge field names. Therefore, if you want just rows 3-
7 in Excel, you need to type in “2 to 6.”

By selecting ‘Print’, Word will send your merge directly to your printer. Each letter it
prints out will have a new recipient’s set of data populating the merge fields (as it looks
in the preview step). Only choose this step if you are 110% sure that everything is
exactly how you want it. 

Selecting ‘Edit individual letters’ will open up a new Word document (usually called
“Labels 1”). In this document, each page will contain the form letter with one of the
records merged into it. You can then edit individual letters if you want to, for example if
you want to add a message to a specific recipient. It’s also a good way to do a final
check that everything is correct before printing. From this new document, you can just print as normal. Sometimes there will be a third option: ‘Merge to email’. This option is only available if you are using a Microsoft email program, such as Outlook, and if you have "e-mail address" as one of your data fields. And that’s it. 
You have now created a label merge!!

image7.png
Mail Merge Tutorial - Microsoft W

[ ©

= e
-2

Panaé [B 7 U - abex, X Aa~

% A Find -
AaBbCeDc | AsBbCcDc AaBbCi AaBbCe

B Replace

TNormal | 17NoSpaci.. Headingl Heading2 - Change
g ° 92 = Shies~ | b seiea

Clipboard & &

Lookin: [ ) M Merge staff Development

My Recent ~§i Merge Tutorial
Dccnets | et vage el )
Goeseop | Dphone Orectory fo i ergs Traring

oM

Documents

cantacts

y osfoma
2 Conpurer

PNtk
e

Fie [ovaores

Files of typei [l Data Sources

Step3of 6
@ Nt Wirke your letter

@ Previous: Starting document

Page:3of3  Words:504 | B O Ui

[ nbox- o S &M@V & v s





image8.png
H9-0

Document2 - Microsoft Word

e - e C]
EIEE I EEEEEE
& 2 Mateh Fields 2]Find Recipient o
Merge~ Recipients ~ Recipient List || Merge Fields Block  Line  Field~ (2] UpdateLabels || Resuits |  Auto Check forErmors || perge - || Adobe PDF

Select Table:

Name  Description  Modfied | Created | Type

5/5/20109:01:23 AM 5/S[20103:01:23 AM  TABLE
E sheet2$ 5/S/20109:01:23 AM  S/S[20103:01:23 AM  TABLE
E shesta$ SS/20109:01:23 AM S/S[20109:01:23 AM  TABLE

First tow of data contains column headers

Pagei1ofl | Words0 | 5 |

Select recipients

® Use an existing st
O Select from Outlook contacts
O Type anew st

Use an evisting list

Use names and addresses fram a
il or a database,

(] rowse.

& Edtrecpentist

Step3of 6
@ Nt Wirke your letter

@ Previous: Starting document





image9.png
]

ument2 - Micrc

ft Word - ®x

Insert  Pagelayout  References | Maiings | Review  View  Acobat @
y

@ - j j j j Rules < H o4 (R 5 @
= & 92 Match Fields V' | B1Fina Recipient M
Envelopes Labels | StartMail Seled  Edit Highiight _ Adcress Greeting Insert Merge preview Fimsh & | Mergeto

Merge~ Recpients - Recipient List | Merge Fields Block Line  Field- 2] Update Labels || Resuits | < Auto Check for Errors || herge - || Adobe PDF

Create —r= Finish || Acrobat
Mail Merge Recipients

Mail Merge
This i the lis of recipients that willbe used n your merge. Use the options belo to add to o changs your fst, Use the
checkbares to add or remave recients From the mergs. When your s s ready, clck OF. e et

Data Source < [Exersin v [VoceMal v |Room | Postion

® Use an existing st

Baker, Lisa 2132 Social Stude O Select from Outlook contacts
Bemnett, David 2349 Band
Bowen, Allson 2313 e

Bowen, Aon 2225 Computer Te | || yse an existing list
BowenSancha 2210 Lo R —

Boyd, Mark 2130 Social Stude Use names and adresses from a
Boyles, Jeff 2157 PE, om ek

Brady, Dellah 2117 Math [ srowse.
Phane Directary fo Buck, Connie 2023 Englsh

Phane Directary fo Cofeteria 2259 G Ed vecient it

< i I >
Data source Refine recpint st

Phane Directary fo
Phane Directary fo
Phane Directary fo
Phane Directary fo
Phane Directary fo
Phane Directary fo
Phane Directary fo
Phane Directary fo

O Type anew st

ARSI

Phone Drectory for Mai Merge | 4| Sort...
¥ Eter...

73 End uplcses,

] Eind recipient,

0 vadae acesses

Ed Refresh

Step3of 6
@ Nt Wirke your letter

@ Previous: Starting document

Page: 1011 | Words0 | B |




image10.png
d9-0 Document1 - Microsoft Word Table Tools. -5 x
Home et Pagelmout  Retences | Malngs | Reiew  View  Acobst | Desion  Lsyout C]
ﬁ oy m @ j - Rules ~ 0\.&{ RRAIE L] EQ @
L ==l 9 Maten Fields 2] Find Recipient
Envelopes Labels | Start Mail _ Select Highiight  Address Greeting Insert Merge Preview | Finish & | Merge to
Merge Reapients - Redrent st | erge Felss Block. —tme " peta- - 2 Update abels || sty | 3 Auto Check forEors || harge- | Adone PO
et | Stort Ml erge I Wite & nset Feds reiew Rests Frisn | aonst
[ Mail Merge v x
s
=

® Use an existing st

«NextRecord» «NextRecord»
! O Select from Outlook contacts
O Type anew st
Use an evisting list
«NextRecord» «NextRecord» «NextRecord» Currently, your reciients are.

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

«NextRecord»

—

solcted from:
[sheeti$)in
(] select a dfferent It

hone Directory for Ml

o ek redpent it

Step3of 6
@ Next: Arrange your labels

@ Previous: Starting document

Page: ot1 | Words58 | B |





image11.png
@

d9 0

Document2 - Microsoft Word

-

Home  Insert  Page Lajout View  Acobat @
=282 B = S i &%ﬁ Lo &
I 23 vt Felds D Find Recpient |
Strvat seect Hiignt Adress resting nset Merge Frona | wergets
Vierge ™ Redtents~ Recpent st | 1019 Flis Blott e Feld " ) Updstc Lobels | RS | B AutoCheckorEtors | nirge- | Adobe POF
crete Start vl erge Wite . insert Feds reiew Rests Frien | parovat

5[ vatviere x

write your letter

I you have not akeady done so,
wite you ltter now.

To add veciien information to
‘your ltzer,cick a lcation nthe
docuet, and then cck one of
the s belon.

2 Addvess bock,

123 Gresting e

4 Elctroic postage,

30 Mors items.

when you have firished writing
your leter, lck Next. Then you
can preview and personaliee each
recipient’s letter.

Stepd of 6
@ Next: Preview your ltters

@ Previous: Select recipents

Page: 1011 | Words:0 | 5 |

~Mir




image12.png
d9-0

Document2 - Microsoft Word

Home et Pagelyout  Reternces | Malngs | Reiew  View  Acobst
1 BB B @2 =) 3 Rules - N T CET RS
2% Match Fields 2] Find Recipient
Envelopes Lsbels | Starthal  Select  Edt Hgnisht Adaress Greeting Inser Merge prevew | 5 Finsh& | Mergeto
Merge - Redpients - Recipient List | Merge Fields Block  Line  Field~ (2] Update Labels || Resuits |  Auto Checkfor EMmors || Merge ~ | Adabe POF
Ceate Start Mail Merge Wite & Tnset Fields preview Results Finsn | Acront
5[ mail Merge - x

Insert Merge Field

Insert:

© address Fiskds

Fields:

(@ Database Fields.

Extension
Vaice Mal
Room
Posiion

Match Fields

write your letter

I you have not akeady done so,
wite you ltter now.

To add recipient information to
your lette, click a location i the.
document, snd then clck one of
the tems below,

2 Addvess bock,
123 Gresting e

Electronic postage.
30 Mors items.

when you have firished writing

your leter, lck Next. Then you

can preview and personaliee each
recipient’s letter.

Stepd of 6
@ Next: Preview your ltters

@ Previous: Select recipents

Page;1of1 | Wordsi0 | |





image13.png
d9-0 Document2 - Microsoft Word Table Tools. - = x
e - e @
203 @ N e =Y

==l 9 Maten Fields £ Find Recipient
Envelopes Labels | Start Mail _ Select Highiight  Address Greeting Insert Merge Preview | Finish & | Merge to
Werge™ Redpients - Recpent Lt | Mg Felds Bloce. e | Feld- "+ (8 Update abels | Resun |  Auto Checkfor Enors | iirge | Adsot POF
et | Stort Ml erge I wite et s reiew Resuts P || cronat |
[ Mail Merge v x
Arrange your labels
= IF you have not areadly done <o,
eName»eVoice_Mail eNextRecords eNextRecords Tay oLt your label using the Frst
Iabelon the shee.
To add recipient information to
your label, clck alocation n the
firs label, and the clek ane of
the tems belo.
eNextRecords eNextRecords eNextRecords

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

«NextRecord

—

13 addressblock,
3 Gt
4 Hecronc postage.
3 o s

when you have fiished
artanging your label, cick Next
Then you can preview each
recipient’ abel and make any
individual changes.

Replicate labels

You can copy the ayout of the
Firstlabel to the cther labels an
the page by cicking the button
belon,

Update sl abels

Stepd of 6
@ Next: review your lsbels

@ Previous: Select recipents

Page: ot1 | Words 55 | B |





image14.png
d9-0 Document2 - Microsoft Word Table Tools. - = x
e - e @
EEN- g 2 ey gy
= L Z2 g waten ietas 2] Find Redpient
Envelopes Labels | Start Mail _ Select Edit Highiight  Address Greeting Insert Merge b Finish & | Merge to
Merge - Recpients -~ Recipient List || Merge Fields Block Line  Field~ (2] Update Labels | |Resuits||  Auto Check forEors || Merge ~ | Adobe PDF
et | Stort Ml erge I wite et s reiew Rests Frisn | aonst
[ Mail Merge v x
Preview your labels
= Some of the merged abels are:
‘tkins, Sandy22e] Baker, Lisa132 Bennett, David345 g T
anther lbel,cick one of the
followng
Recpient: 1
Sowen, Allzon313 Sowen, Alton225 cowensmndrazio 21 Find o recplent:

Make changes

Vou can asa change your
recipient it

o ek redpent it

Boyd, Mark130

Boyles, Jeff157

Srady, Delilah117

when you have finished
previewing your lsbels, clck ext,
Then you can prit the merged
label or edt individual labels ta
dd personsl corments.

Buck, Connie323

Chadbourne, Alan332

Church, Brianne313

Combs, Debbie301

Conner, Megan1 24

Cook, Katie113

Cox,Tim313

Step5of 6
@ Next: Complete the merge

<@ Previous: Arange your labels

[PP—

Page: ot1 | Wordsi0 | <5 |





image15.png
d9-0 Document2 - Microsoft Word Table Tools. - = x
e - e @
EER T BN [ T TS
==l 9 Maten Fields £ Find Recipient

Envelopes Labels | Start Mail _ Select Edit Highiight  Address Greeting Insert Merge b Finish & | Merge to

Merge - Recpients -~ Recipient List || Merge Fields Block Line  Field~ (2] Update Labels | |Resuits||  Auto Check forEors || Merge ~ | Adobe PDF

(T | e s s I st ot |
[ Mail Merge v x

Complete the merge

[—

Baker, Lisa132

Bennett, David34s

Mall Merge s ready to produce.
your maiing labels

o personsize your labels, clek
Edit Individual Labels.” This wil

open a new dacument with yaur
merged abels. To make changes

Bowen, Allson313

Bowen, Alton225

Bowen Sandra210

to al the labels, swich back to
the original document.

Merge
25 print,

Boyd, Mark130

Boyles, Jeff157

Srady, Delilah117

£ Edt incividual labels.

Buck, Connie323

Chadbourne, Alan332

Church, Brianne313

Combs, Debbie301

Conner, Megan1 24

Cook, Katie113

Cox,Tim313

Step6 of 6

@ Previous: Preview your labels

[PP—

Page: ot1 | Wordsi0 | <5 |





image16.emf

image1.png
Document1. - Microsoft Word

(D h o]

Acrobat

2, Mateh Fields ¢]Find Recipient

Envelopes Labels || Start Mail _ Select Edit Highlight _ Address Greeting Insert Merge Preview Finish & || Mergeto
Merge - Recipients ~ Recipient List || Merge Fields Block  Line  Field~ (2] Update Labels || Resuits |  Auto Check for Ermors || Merge - || Adobe PDF
Create Start Mail Merge. Write & Insert Felds Preview Results Finish || Acrobat

B Erm @2 DD 2 (S 3

&5

Mail Merge v x

Select document type.

what type of document are you
working ori?

O Letters

O E-mil messages.

O Envelopes

© Labels

O pirectory
Labels

Print address labelsfor a aroup
maling

Click Next o cantinue.

Step1of6
@ Next: Starting document

Page: 1 0f1 | Words:0 |

DELILAH BRADY (L)




image2.png
(DR

Home  Insert  Pagelaout  References | Maiings | Review Vi

Document1. - Microsoft Word

Acrobat

Gbm @z 8B

Envelopes Labels || Start Mail _ Select Edit Highlight _ Address Greeting Insert Merge

Merge ~ Recipients ~ Recipient Lst || Merge Fields Block
Create Start Mail Merge.

Lne  Field~
Write &Insert Felds

2 Rules -
2 Mateh Fields
2 Update Labels

&

Preview
Results

s el | gy

23Find Recipient

Finish & || Mergeto.

3 Auto Check or Ermors || fresge.s || Adons POF

Preview Results

Finish || Acrobat

Page: 1011 | Words:0 | 5 |

Mail Merge v x

Select starting document

How 40 you wank to set up your
maling abels?
) Use the current document.

® Change document layout
O start from existing document

Change document layout

Clck Label options to choose &
label size.

3 Label options.

Step2of 6

@ Next: Select recpients

@ Previous: Select document type





image3.png
d9-06

Document1 - Microsoft Word

e - ©
B = DB 2 € el [ 3
& 2 Mateh Fields 2]Find Recipient o
Ervelopes Labels | StaiMail select  Edt || Highight Address Gresting insert Merge mevew | £ Fih . || Mergeto
Weroe™ Redpiets - Recpent Lt | Mrge Felds Sloce tme | Feld- " (2 Update abels | Resuns |  Auto Checkfo Eors | e | Adne POF
Crate Start Mail Merge Wite & ner Fieds R Fnsh )| Acobat
5[ e veroe =%

Label Options

Printer nformation

(@ Page printers
Labelnformation
Label yendors:

Product number:
15160
15163
15267
15510
15513
15516

O Continuous-feed printers

Tray: |Defauk tray ( Automaticaly Select)

Avery US Letter

[Ace Label
la-onE

Labelnformation

JapLL || tvmer  MalingLabels
lavery a4jas | b 3
width: 4"

[Avery zweckform
(CrLine Products Inc,
| Compuisbel
[Formtec

Page sze: 85" X 11"

[eritz PBs
==y

Pageilofl  Words:0 < |

@ moim

Select starting document

How 40 you wank to set up your
maling abels?

Use the cunent document
® Change document layout
O start from existing document

Change document layout

Clck Label options to choose &
label size.

3 Label options.

Step2of 6
@ Next: Select recpients

@ Previous: Select document type





image4.png
d9-0 Document1 - Microsoft Word Table Tools. - = x
B - e C)
(23 Orientation ~ 1= Breaks - 3 Watermark - Indent Spading & ThBring to Front |2 Align -

@&l D= $ 3 tine Numbers ~ | OApage Color - || EELet: 008" * || 45 Before: 56pt  © @ Sendto Back ~ 1 Group
Themes Margins b | position
e o] || M Columns~ 42 Hyphenation - || [ Page Borders | S¥Right: 008" & || {S After. (0pt  + [ Text Wrapping - 5 Rotate
Themes Page Setup. 5| Page Background Paragraph 2 Arrange
Borders and Shading, j| Mail Merge v x
i —— Select starting document
[Gorders || page Border | shading
How do you wank b0 set up your
Setting: sty Preview maing labels?
Clckon diagram below or use: © se the curent document
buttons o apply borders O Change document layout

O start from existing document

Change document layout

Clck Label options to choose &
label size.

3 Label options.

Cobr

g 7

vt

Apply o
Table

Options,

Horizantal Lne, Cancel

Step2of 6
@ Next: Select recpients

@ Previous: Select document type

Page:10f1 | Wordsi0 | <5 |





image5.png
Document1 - Microsoft Word Table Tools.

d9-0

insert | pageLaout | Refeences  wlings  Revew  View  Aaobst | Desgn  Layout

23 Onentation -

Sreaks - 13 watermrk~ | indent spsang 481
|

gto Front - | Align ~

[l [Gsier  §tnenumbers- | OdpagecColor- | EELet 005 o {Zbefore sept 3 2y sendtoBsck - [ Group
Themes (2 Margins z = | postion
T G- W bypnenation - | [) page Borders | EERignt 008 3 |¥Zaten opt 3 e Tent Wrapping - 5 Rotate
| Page Setup 5| page Background Parsgrapn 5 Atange |
5[ mail Merge T e x

Select starting document

How 40 you wank to set up your
maiing abels?

(® Uss the current document
O Change document layout
O start from existing document

Change document layout

Clck Label options to choose &
label size.

3 Label options.

Step2of 6
@ Next: Select recpients

@ Previous: Select document type

Page: 1ot 1 | Words:0 | 5 |





image6.png
Mail Merge Tutorial - Microsoft Word - o x
Pagelayout  References  Mailngs  Review  View  Acrobat @
s Mrina-
A2BbCcD | AaBbCcDC AaBbCi AaBbCc & Repiace
- orma eacing 2~ Change
ste 5 [B 7 U -aex x 1 Normal Heading2 | - Change | o
et = )| eatng

Step2

Atthis step nothing needs to be done,
because you already have the document
that youwant to use open. Leave the
“Use the current document’ checked and
click on Next: Select recipients’

If you have ot created your letter already,
use this stepto do so by selecting ether of
the other two options shown.

If.instead of a letter, you were mergingto
Iabels or envelopes. this step would give:
you the option to select the type and size
of labels or envelopes, suchas Avery

5160 labels.

o ~

Selct storting document

eu..u.w....._.-
s
R

5[ vatvire

Page: 2012 | Wordsi328 | 5 |

1 i g Ttorl, | 0 M Merge ek

Select recipients
® Use an existing st
O Select from Outlook contacts

O Type anew st

Use an evisting list

Use names and addresses fram a
il or a database,

(] rowse.

& Edtrecpentist

Step3of 6
@ Nt Wirke your letter

@ Previous: Starting document





