Creating mailing labels in Word 2007 is really a simple process, but the first couple of times you do it the
aitsSLa Ylre aSSy O2yFdzaaydad | SNBEQa | ljdzai 0] fAGGHES 3T
20KSN) GKAYy3a @2dz2QR NI} GKSNJ 6S R2Ay3o

. Hulsalics - simple_example - Microsoft Excel - = X
1. Create the data you want to use in .
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2 |sara Example 111 Anywhere Des Maoines 1A 45222
3 Tom Smith 222 New Road Minnesota MN 55555
4 |Roger Reynolds 333 State Streel Lancaster MA 22222
5 |Lisa Jones 444 Apple Drive San Diego CcA 33333
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2. Create a new document in Word
using the Labels template. Click the o
Microsoft Office Button, click New. cre
In the New Document dialog box, — e ... o e

type mailing labelsin the search T R,
box and click Go. —
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3. Choose the mailing label style you want from the selection shown, and click Download.

NoteY , 2dzQ@S BgtdopydfMicrsbft@Sice RO07 in order

to do this, because the software will want to validate your version of the
program before you can download free templates.
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4. Click the Mailingstab and choose Use
Existing List.

5. Inthe Select Data Source dialog box,
navigate to the Excel worksheet you
created. Select it and click Open

6. Inthe Select Table dialog box, navigate to

the Excel table with your address data. Click

the table and click OK.
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Select Table
MName Description  Modified
1/3/2009 8:44:10 AM
Sheet2$ 1/3/2009 8:44:10 AM
Sheet3$ 1/3{2009 8:44:10 &M
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First row of data contains column headers

Created Type

1/3/2009 8:44:10 AM  TABLE
1/3/2009 8:44:10 AM  TABLE
1/3/2009 8:44:10 AM  TABLE
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worksheet.)

Note: If you have a bunch of tables like | do here, you may regret not

having named the individual worksheets in Excel. (You can do that easily
& 2 dzQehtBng thefvorkshe@ Gl at tied@ N I K (i
bottom of the window, clicking Rename, and typing a new name for the
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7. Click Edit Recipient List in the Start Malil

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the

Merge group of the Mailings tab to
display the Mail Merge Recipients dialog
box. In this dialog box you can sort,
filter, select, or deselect the customer
information you want to be included in
the labels you print. To remove contacts
from the list, click the checkmark for
that item. Click OK.

checkboxes to add or remave recipients from the merge. When your list is ready, click OK.

Data Source Last Name w | First name
simple_example. xlsx
simple_example. xlsx
simple_example. xlsx

simple_example. xlsx

Reynolds
Jones

<1

v | Address

| 111 Anywhere
222 Mew Road

Des Moines
Minnesota
Lancaster
San Diego

333 State Street
444 Apple Drive

Data Source Refine recipient list
%l Sort...
¥ Filer...

#3 Find duplicates...

simple_example. xlsx

427 Find recipient...

[ validate addresses. ..

data saved in the worksheet.

Note: When you click to remove a checkmark, the contact is removed
from the list for this particular mailing, but will not be removed from the

8. ,2dzQNB | fyzad
to replace the placeholder label
information with the merge fields you
want to use on your labels. (A merge field
is a kind of code that tells Word 2007
where to insert the data from your Excel
worksheet.) Click Address Blocln the
Write & Insert Fields group to add the

Specify address elements

Insert recipient's name in this Format:
Josh ~
Josh Randall Jr. 3
Josh Q. Randall Jr.
Joshua
Joshua Q. Randall Jr, g

Insert postal address:

Preview
Here is a preview from your recipient list:

KXl |t P M

Sara Example
111 Anywhere
Des Moines, 14 45222

Correct Problems

1F items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

Format address according to the destination country/region Teingk
address merge field to the label
document. Delete the extra information
that was included on the label by default.

5 Mailings Review View Developer Add-Ins Acro
j 3 j j P Rules ~ <fech]
— — — = Ask...
Highlight Address Greeting Insert Merge

Merge Fields Block Line Field = Fill-in...
9. Now you need to tell Word 2007 to insert the next _ FoThen.flse.. |
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Mext Record
Mext Record If...

in the Write & Insert Fields group and choose Next
Record

Set Bookmark...

Skip Record If...

10. Copy and paste the label data from label 2 into all other

labels on the Word 2007 page. «Next Record>

«AddressBlock>»
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11. Click Preview Resultgo see
how the labels will appear,
and use the arrow keys in the
Preview Results group to page

through the data labels. Sara Example S
111 Anywhere OIS
f Des Moines, IA 45222 222 New Road
Minnesota, MN 55555
Roger Reynolds LisaJones
333 State Street 444 Apple Drive
Lancaster, MA 22222 San Diego, CA 33333

12. Click Finish & Mergeand print your labels!
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go outside and do somaitig fun!
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answered in a 3-Minute Quick Guid@ Send me your question at
kmurray230@sbcglobal.nett Yy R L Qf f JR2 Y& o06SadH

Katherine Murray is the author of dozens (no kidding) of technical books, most notably Take
Your Business Online: Office Live Small Busi@f8),(Microsoft Office Word 2007 Inside Out
(2007, coauthor), Windows Vista Plain & Simple Guide to Heliamily and Friend52009). Find
her BlogOffice blog at http://www.revisionsplus.com/blogofficexp.html.
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