
 

 

 

 

 

Creating mailing labels in Word 2007 is really a simple process, but the first couple of times you do it the 

ǎǘŜǇǎ Ƴŀȅ ǎŜŜƳ ŎƻƴŦǳǎƛƴƎΦ IŜǊŜΩǎ ŀ ǉǳƛŎƪ ƭƛǘǘƭŜ ƎǳƛŘŜ ǘƻ ƎŜǘ ȅƻǳ ǘƘǊƻǳƎƘ ǘƘŀǘ ǘŀǎƪ ǎƻ ȅƻǳ Ŏŀƴ ƎŜǘ ƻƴ ǘƻ 

ƻǘƘŜǊ ǘƘƛƴƎǎ ȅƻǳΩŘ ǊŀǘƘŜǊ ōŜ ŘƻƛƴƎΦ 

1. Create the data you want to use in 

an Excel Spreadsheet 

 

 

 

 

2. Create a new document in Word 

using the Labels template. Click the 

Microsoft Office Button, click New. 

In the New Document dialog box, 

type mailing labels in the search 

box and click Go. 

 

 

 

 

 

 

3. Choose the mailing label style you want from the selection shown, and click Download.  

 

NoteΥ ¸ƻǳΩǾŜ Ǝƻǘ ǘƻ ƘŀǾŜ ŀ legit copy of Microsoft Office 2007 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 Mailings tab and choose Use 

Existing List. 

 

 

 

 

 

5. In the Select Data Source dialog box, 

navigate to the Excel worksheet you 

created. Select it and click Open. 

 

 

 

 

 

6. In the Select Table dialog box, navigate to 

the Excel table with your address data. Click 

the table and click OK.  

 

 

 

 

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

having named the individual worksheets in Excel. (You can do that easily 

ƴŜȄǘ ǘƛƳŜ ȅƻǳΩǊŜ ƛƴ 9ȄŎŜƭ ōȅ ǊƛƎƘǘ-clicking the worksheet tab at the 

bottom of the window, clicking Rename, and typing a new name for the 

worksheet.) 
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7. Click Edit Recipient List in the Start Mail 

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. 

 

 

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 

data saved in the worksheet. 

8. ¸ƻǳΩǊŜ ŀƭƳƻǎǘ ŘƻƴŜΗ bƻǿ ȅƻǳ ǎƛƳǇƭȅ ƴŜŜŘ 

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 Block in the 

Write & Insert Fields group to add the 

address merge field to the label 

document. Delete the extra information 

that was included on the label by default. 

 

9. Now you need to tell Word 2007 to insert the next 

ǊŜŎƛǇƛŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ƴŜȄǘ ƭŀōŜƭ. Click Rules 

in the Write & Insert Fields group and choose Next 

Record.  

 

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

labels on the Word 2007 page. 
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11. Click Preview Results to see 

how the labels will appear, 

and use the arrow keys in the 

Preview Results group to page 

through the data labels. 

 

 

 

 

 

12. Click Finish & Merge and print your labels! 

 

 

 

bƻǿ ǘƘŀǘ ȅƻǳΩǾŜ ŀŎŎƻƳǇƭƛǎƘŜŘ ȅƻǳǊ ƳŀƧƻǊ ǘŀǎƪ ŦƻǊ ǘƘŜ ŘŀȅΣ  

go outside and do something fun! 

 

 

3-Minute Quick Guide Suggestions? 5ƻ ȅƻǳ ƘŀǾŜ ŀ ǉǳŜǎǘƛƻƴ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŜŜ 

answered in a 3-Minute Quick Guide? Send me your question at 

kmurray230@sbcglobal.net ŀƴŘ LΩƭƭ Řƻ Ƴȅ ōŜǎǘΗ J 

Katherine Murray is the author of dozens (no kidding) of technical books, most notably Take 

Your Business Online: Office Live Small Business (2008), Microsoft Office Word 2007 Inside Out 

(2007, coauthor), Windows Vista Plain & Simple Guide to Helping Family and Friends (2009). Find 

her BlogOffice blog at http://www.revisionsplus.com/blogofficexp.html.  
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