Mail Merging from Excel

· Mail Merging in Word 2003
1. File/New.  On the right column, click the drop down arrow beside New Document. [image: image1.png]ocument:
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2. Choose Mail Merge.
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3. Choose Labels from the list. Then Next.
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Select document type

What type of document are you
working ori?

© Letters
© Email messages
© Envelopes

© Labels

© Directory

Letters

Send letters to a group of people.
You can personalz the letter that
ach person receives

Click Next o cantinue.

Step1of6
@ Next: Starting docurent
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4. Choose Label Options.  Select your labels.  Click OK. Then choose Next at the bottom.
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Select starting document

How 4o you want to set up your
maling abels?

© Use the current document
® Changs document layout
© Start from exdsting document

Change document layout

Clck Label options to choose &
label size.

3 Label options.

Step2of 6
@ Next: Select recpients

@ Previous: Select document type
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5. Use an existing list.  Browse. 
6. Browse to your excel file on your g drive—wherever you saved it.  

7. Double click it.  OK. Click Select All. OK.

8. Choose Next: Arrange your labels.
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Select recipients
® Use an existing st

© Select from Outlook contacts
© Type anew st

Use an ewisting list

Use names and adcresses frama
il o a database,

@ brouse.

1 selct recipient st e

Step3of 6
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9. Place your cursor in the first label.  Choose More Items.
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Arrange your labels
I you have not akeady done so,
lay out your label using the st
labelon the sheet,
| «@ext Recordy «@ext Recordy To add recipient information to
your label, cick alocation inthe
first label, and then clck one of the
items below,

1 addressblock,

@ext Records @ext Records @ext Records 2 Gresting e
4 Elctroric postage,
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2 ore e
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Replicate labels
Vou can copy the layout of the firs
label to the ather abels on the.

«ext Records «ext Records «ext Records sl Ghgl ol e

Update sl abels
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10. Choose First Name. Insert. Close.  Space your cursor. 

11. Choose More Items again. Last Name. Insert. Close. (The cancel button turns in to a close button after you have inserted your fields). *Now I know what you are thinking, “Why not just insert all the fields I want before I Close?  Why start back with More Items each time I want to add another field?” Well, it messed up on me every time I did it without closing.  It pus the field in twice.  Weird. I know. Feel free to try it yourself just to satisfy your curiosity. 
12. Repeat the steps to Insert each piece of data, being sure to add punctuation where needed.
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13. When the first label looks right, choose Update all labels.
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Arrange your labels

I you have not akeady done so,
lay out your label using the st

«ext labelon the sheet,

Recordy«First_Namen First_N;
«Last_Name»

To add recipient informtion to
yourlabel,cek  ocaton 1 the
first lbel, and the cick one of the
fems below

12 Address block.
et
Recordy«First_Namen First_N;

«Last_Name»

3 Greetinglne.

Electronic postage.

I sl b coc

2 More items,
«ext

Recordy«First_Namen First_N:
«Last_Name»

When you have firished arranging
your label,cick Next. Then you
can preview each recipient’s label
and make any individual changes.

Replicate labels

Vou can copy the layout of the firs
label to the ather abels on the.
page by cicking the button below.

et
Recordy«First_Namen First_N:
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14. Choose Next: Preview your labels.

15. Complete the Merge.

16. Print.







