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How do | create mailing labels from a file in Excel?

Technology Services

First, you need to have an Excel file that contains the addresses you are going
to use. It is helpful to have column headings for your addresses similar to the
format of this file.

A | E e B E | F
1 |Name Address City State fip
2 |Bill Gates 100 Main Street Raleigh  NC 27607
3 |Steven Speilberg 101 Main Street Raleigh  NC 27607
4 |Judi Dench 102 Main Street Raleigh  NC 27607

To create the mailing labels you will use a tool in Microsoft Word called Mail
Merge. To get started, open up a new blank Word Document.

Go to the Tools menu and select Letters and Mailings and then click Mail
Merge.

This will open the Mail Merge task pane. By using hyperlinks in the task pane,
you can navigate through the mail-merge process.

The next step will be to choose the type of document you want to merge
information into and the main document you want to use.

Since we’re creating mailing labels, choose the Labels choice from the task
pane and click Next.

Mail Merge v X
@\

Select document type

What type of document are you
working on?

0 Letters

3 E-mail messages
1 Enwelopes

® Labels
 Direckary

Labels

Print address labels For & group
rmailing.

Click. Mext to continue,
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Since your main document (called the starting document in the task pane) is
already open, click Change document layout and click Label Options....

Mail Merge g

@S A

Select starting document

How do wou want bo set up wour
mailing labels?

) Use the current document
i Change docurnent layouk

2 Start From existing docurnent

Change document layout

Start From a ready-to-use mail
merge kemplate that can be
cuskomized ta suit vour needs.,

_;j Label options. ..

This will bring up the Label Options window which allows you to select the type
of label you have based on the size and/or vendor’s product. Choose the
appropriate label and click OK. Then, click Next to continue the process.

Label Options : X|

Frinter information

" Dok matrix
% Laser and ink jet Tray: IStack Bypass j
Label information
Label products: Avery standard j
Produck number: : :
B T e abel information
2160 Mini - 5
2162 Mini - Address Type: Address
2163 Mini - Shipping Height: i
2164 - Shipping ; 7
2180 Mirii - File Folder width: 283
2181 Mini - File Folder Page size: Mini (= & 2 5in)
2186 Mii - Diskette |

Details. .. Mew Label. | [elete | [o]4 I Cancel
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In the next step in the mail-merge process, you connect to the Excel file where

the information that you want to merge into your documents is stored.

Click Use an existing list, and then click Browse to locate the Excel file.

Mail Merge vy X

@ & A

Select recipients

® |se an existing list
i Select from Qutlook conkacks

i Type anew lisk

Use an existing list

IJse names and addresses from a
filz or a database.

& Browse,..

@ Edit recipient list. ..

When you connect to the Excel file, your first window will ask which sheet you
want to use. In this case, since the information is on sheet one, it is selected
and you should click ok. Make sure to check the box “First row of data contains
column headers” if your worksheet has headers like Name, address, etc.

Select Table 3 x|
Mame Descripkion | Modified | Created | Tvpe
E a/10/z2004 4:51:04 PM §/10/2004 4:51:04 PM  TABLE
Sheetz4$ 8/10/2004 4:51:04 PM  §/10/2004 4:51:04 PM  TABLE
Sheet3$ 8/10/2004 4:51:04 PM  §/10/2004 4:51:04 PM  TABLE
* | |
IV First row of data contains column headers ok I Cancel L
&)
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The next window will display the information that is in sheet one. This will allow
you to select which information you want to merge into the labels. Then, click
Next to Arrange your labels.

Mail Merge Recipients H x|
To sork the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading. Use the check boxes or
buttons to add or remowve recipients from the mail merge.

List of recipients:
| >l Address | > State
Stewen Speil... 101 Main Sk, NC 27R07 Raleigh
Judi Dench 102 Main Ske,.,  NC 27607 Raleigh
4 | »
Select Al | Clear all | Refresh |
Find... | Edit... | Yalidake |
F

To arrange your labels, click the Address Block and choose the look you want
to use and click OK. Then, click Update all Labels to copy the style to each of
the labels you are going to print.

Mail Merge et
(@ ] e

Arrange your labels

If wou have not already done so,
law out your label using the First
label on the sheet,

To add recipient information ko
vour label, click a location in the
firsk label, and then click one of the
iterns below,

=] Address block...

= Greeting line...

_f| Electronic postage. ..
Il Postal bar cade...

EI Moare ikems. ..

To preview your labels, click Next. If you are satisfied with the look of the labels,
click Next to complete the merge. You will then be given the option to print the
labels.
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