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WORD 2019 - PART 6
Labels and Mail Merge

Using Microsoft Word to set up customized labels can be a great timesaving aid for addressing cards and
enhancing gifts. This class covers the step-by-step process used to create labels in Word and includes
creating address labels, adding small graphic details to the labels, and previewing and printing the label
sheet. We will also cover Mail Merge, which makes creating mailing labels and form letters quick and easy!

Creating Labels

Envelopes  Labels

1. Open Microsoft Office Word 2019 j

Address: [3 - I:‘Use return address

2. Select Blank Document Envelopes Labels "
3. Go tothe Mailings tab > Create _

group = Labels; the Envelopes Create

and Labels dialog box appears :

Make sure the Labels tab is selected 1 Elloage ot the same e i 2 e

() single label 1/2 Letter Postcard
Click the Options button e — D
In the Label Options dialog box, select the type of

labels you have, which should be written on the
packaging:

Before printing, insert labels in your printer's manual feeder.
Print MNew Document E-postage Properties...

Cancel

e Choose the brand name under Label vendors
e Choose the label type under Product number

e Today, choose Avery US Letter for the vendor and 8160 for the product number

7. Click OK
Label Options ? X
Frinter information
O LContinuous-feed printers
@ Page printers Tray: Default tray (Automatically Select] |~
Label information
Label yendors: | Avery US Letter ~
Find updates on Office.com
8 Product number: Label information
8066 File Folder Labels ~ Type: Address Labels
8126 Shipping Labels S =
8127 Shipping Label & Paper Receipt GEEE T
5160 Address Labels WIEEE  ZE
8161 Address Labels Page size: 85" = 11"
8162 Address Labels v
Details... Hew Label... Delete Cancel
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8. When the Envelopes and Labels dialog

box appears again, click New Document ¥
to create a new sheet of blank labels

NOTE: Word assigns the title Labels1 to the

new document.

The black dotted lines on the page indicate

the borders of each label, but they do not
appear when the document is printed.

[+ Select~ NOTE: If the gridlines are
E View Gridlines not visible, go to the Table
_ Tools Layout contextual
E& Properties tab-> Table group > View
Table Gridlines.

The labels are a table in Word. To get from label to label, click anywhere in the label area or use the Tab key
on the keyboard to move the cursor. When using the Tab key, the cursor jumps to the space between labels

instead of to the next label—hit Tab again to advance to the next label.

To create a label, click inside one of the label boxes and begin typing. Today we’ll make return address

labels, so type in a name and address.

Making a Full Page of the Same Label

1. Return to the Envelopes and Labels dialog box by clicking
on the Mailings tab - Create group > Labels

2. Under the Labels tab, choose the same options as earlier if

necessary

3. Before clicking New Document, enter the label text in the

Address box

4. Make sure that Full page of the same label is selected in

the Print section

5. Click New Document; an entire page of identical labels is

created

rrerrl' Trainer
2345 Lee Road
Cleveland Heights, OH 44118

Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118

Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118
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Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118

Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118

Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118

Envelopes and Labels 7 X
Envelopes  Labels

Address: [ [Juse return address

Terri Trainer ~
2345 Lee Road
Cleveland Heights, OH 44118

Print Label

Avery US Letter, 5160 Address La...
Address Labels

=

Before printing, insert labels in your printer's manual feeder.

(® Full page of the same label
(O single labal

Row: |1 =/ Column: |1

Print New Document Options.. E-postage Properties...

Cancel

Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118

Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118

Terri Trainer
2345 Lee Road
Cleveland Heights, OH 44118




Adding Graphics to Labels

Graphics can be added to labels using either Word'’s included clip art or an image saved on the computer.
To add an image to one label at a time (i.e. different graphics on the same sheet of labels):

1.

Click in the label where the graphic
is to be inserted; if adding a graphic
element to a label that contains an
address, click to the left of the text

Go to the Insert tab = Illustrations
group - Online Pictures. The
Insert Picture window opens.

Type a keyword or keyword phrase
in the Bing Image Search box.

Click the search icon or press
Enter on the keyboard

Click once on a picture to select it

Click on Insert to add it to the
document.

5 o I - /o] 3
ot - -
£ £ pe 0
Dog Family Fish Flower
£ 3 i1 vl »
Friends Gidduation House Meeting Money

The picture must be formatted to fit inside the box while still accommodating any text or other data on the
label.

To resize the graphic:

1
2
3.
4

Click on the image to select it

Hover over the corner of the image until the cursor turns into a double-headed arrow

Hold down the left mouse button and drag in or out to make the image smaller or larger

Release the mouse button to complete the resizing

It is also necessary to change the image’s text wrapping style so that the text flows around it properly. Go to
the Format sub tab > Arrange group = Wrap Text and choose the wrapping style Tight. Drag the image to
the desired location.

Terri Trainer

.1 Bring Forward - _If__: {T-..-: I—J 7645 Lee Road

0O Send Bacloward - ﬁ'—E‘L

Paosition Wrap -

- T Cleveland Heights, OH

- - Oli Selection Pane e -
Text ﬂllﬂ

Arrange
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NOTE: The class Graphics in Word 2019 covers using graphic elements in Word more extensively.
It is also possible to make an entire sheet of labels with the same graphic:

1. Create a blank label document and set up one label to the exact specifications, including the graphic
Make sure that the mouse cursor is somewhere inside the completed label

3. Gotothe Mailings tab > Create group - Labels; the graphic does not appear in the Address box, but
the text does

4. Make sure Full page of the same label is selected and click

Printing Other Types of Labels

MS Word 2019 offer a wide assortment of label templates. To find these click on the File tab > New - and
either type the word labels in the search box and hit enter or click on the suggested search word labels.

This brings up an assortment of labels for you to choose from. To filter your search further (e.g. for 30 labels
per page), click on one of the categories to the right.

New
€ Al |labels »

=] category

" REEEEEEEEE

| Heagon abole (0 per_ * | Thank you o Vine Iabels (80 per page) Elegant labels (30 per p.

s )
san -y SE8
e »» S8
gaa bl »» S8
P k ﬂ >> >> =TT
ot s DO — Per— e T St 00
¥= § == === 8-8-9 y
Y e _— o 0 © Ve |
g o 0-0-0 -4 4= 4
g === g8-¢g-9 ~ 444
v == 2-8-8 =442
== $8¢ £33
> i 0-.0-.0 e )

&
3
3
:
£

Modern copauies

Click on the label template you wish to use to see a larger preview. Then click on the word Create. Many of
the template labels will give the Avery number the label is associated with.

Christmas tree address
hb‘nls (30 per page)
1by: M

RBT R BT R BT 5 BT R BT B BT 2R R BT R R T
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This gives you a sheet of labels that all you need to do is to fill the asked for information by clicking on the
placeholders and typing new information. The labels will automatically update when you click outside the
placeholder.

Name Name Name
Address Address Address
City ST ZIP Code City STZIP Code City STIIP Code
Name Name Name
Address Address Address
City STZIP Code City STZIP Code City STZIP Code

This gives you simple easy to use labels. Follow the directions on page 10 to print.

Throughout this class, we have referenced the Avery number. Avery is considered the standard in labels.
Non-Avery labels generally include the corresponding Avery number.

If you have labels that do not show an Avery number, you can check the label manufactures website to see if
they list the Avery equivalent or do a quick Google search to come up with the Avery equivalent number.

Mail Merge

Mail Merge is used for creating a set of documents, such as form letters, that can be personalized. Each
document contains the same basic information, yet some of its content is unique. The names and addresses
are different on each letter, but some of the content within the body of the letter may be different as well. The
unique information in each letter comes from entries in a data source. Mail Merge can easily be applied to
labels.

The mail merge process follows several steps:

1. Set up the main document: The main document contains the text and graphics that are the same for
each version of the merged document. For example, the return address in a letter.

2. Connect the document to a data source: A data source is a file that contains the information to be
merged into a document. For example, the names and addresses of the recipients of a letter.

3. Add placeholders, called mail merge fields, to the document: When a mail merge is performed, the
mail merge fields are filled with information from the data file.

4. Refine the list of recipients or items: Microsoft Word generates a copy of the main document for each
recipient or item in the data file. To generate copies for only certain items in the data file, choose which
items (recipients) to include.

5. Preview and complete the merge: Preview each copy of the document before printing the whole set.
Mail Merge Wizard

Word has a Mail Merge Wizard to guide you step-by-step through the mail merge process.

1. Open a new blank document
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2. Gotothe Mailings tab - Start Mail Merge group - Start Mail Merge command - Step by Step

Mail Merge Wizard

By G

Start Mail ~ Select
Merge = Recipients -

& Letters
21 E-mail Messages
=1 Envelopes..
'-_'D Labels...
E Directory
E] Mormal Word Document Mail Merge v X
lw]  Step-by-Step Mail Merge Wizard... Select document type
What type of document are you working on?
Letters
The Mail Merge pane appears on the right side of the screen. ;"v‘:l:::‘ag“
1. In Step 1, make sure the Labels bullet is selected under the Select . ::::w

document type

2. Click Next: Starting document at the bottom of the pane under Step 1 of 6

3. In Step 2, make sure the Change document layout bullet is selected under
Select starting document. Click on the Label options link Choose a label

Mail Merge ¥ %

Select starting document
How do you want to set up

type (such as Avery 8160) and click OK; the placeholder labels appear I R (O
4. Click Next: Select recipients at the bottom of the . ‘ Sc:arf;:";“i'::i:”t:j:u”;mt
pane under Step 2 of 6 Mail Merge v X d
Change document layout
. .. Select recipien . )
NOTE: If the gridlines are not visible, go to the Table Utse anpexis:isng - (a:lllacgel-lagzle.optlom ta choose
Tools Layout contextual tab—> Table group - View Ea I ——
Gridlines Select from Outlook contacts P
) * Type a new list
Creating the Recipient List Type a new list
Type the names and
addresses of recipients.
Word needs the data source document (the list of 7 Crente.. ’ people to whom you are
sending your letter) to be formatted in a specific way. The options are:

1
2.

December 2019

Use an existing list
Select from Outlook contacts

Type a new list .
Mail Merge e

Select recipients

In Step 3, select the bullet next to Type a new list

Under the Type a new List section, click Create; the New Address List
dialog box appears

Use an existing list
Select from Cutlook contacts
® Type a new list

/ype a new list

Type the names and
1 addresses of recipients.

ER Create...




3.

© N o g &

10.

11.

12.

13.

14.
15.

Resize the box as needed by dragging from the bottom right corner

Mew Address List ? x
Type recipient information in the table. To add more entries, click Mew Entry.
Title w | First Name w | Last Name w | Company Name w | Address Line 1 - |
1)
£ >
Hew Entry Find...
Delete Entry Customize Columns... QK Cancel

Click inside the Title box of the first entry; type Mr.
Press the Tab key on the keyboard to move to First Name; type Stephen
Press the Tab key to move to Last Name; type King

Press the Tab key twice to move to Address Line 1; type 1313 Misery Lane

Press the Tab key twice to move to (e

——— - B ==

o — — e —
- o— — -

City; type University Heights T e e e e e oA e sty e rom
Press the Tab key to move to State; D:L' S [ Y e —— [ P T T e
type Ohio | s, Stephanie Meyer 1718 Twilight E...
I Ms. Anne Rice 1929 Pont du L...
Press the Tab key to move to Zip; type
44118
The first entry is finished. To start a
new entry, click the New Entry button e x
at the bottom [(peweney ] [ Erd... J
[(eelet=Enuy | [ customize Columns... | [ ox ] [ cane |

Repeat the process to add the next 2
entries:

Ms. Stephenie Meyer, 1718 Twilight Boulevard, Cleveland Heights, Ohio, 44118
Ms. Anne Rice, 1929 Pont du Lac Lane, Cleveland Heights, Ohio, 44121
Click OK

In the Save Address List dialog box, type My_List into the File name box

Click Save; the Mail Merge Recipients dialog box opens
PMail Merge Recipients w = |
This is the list of recpients that will be used in your merge se the options below to add to or change your list. Use the
checkboxes to add or remowve recipients from the merge. When your list is ready, dick OK.
Data Source I~ Last Name ~ | First Name ~- | Title ~ | Company Name - | Address
I~
Py List.rmdb I~ reye Stephanie Ps. 1718 T
My List.mdb I~ Rice Anne PMs. 1929 P
;
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Customizing the Recipient List L1
Data Source Refine recipie
. . . My List. mcb 4 sort..
To add a field to the recipient list: ¥ e
1. Inthe Data Source section of the Mail Merge Recipients dialog box, click jf
on My_List.mdb B vaicat
_ _ _ * [refet |
2. Click the Edit button just below the Data Source box — ——
3. Inthe Edit Data Source dialog box, click Customize e ot e Lok e fich ey v bt per s
COIumns DEB;::KE"E‘”QEM?:Hri:tr.u:::’a + | Last Name ~ | Company Name + | Address Line 1
) ) ) [ L] mar.
4. Inthe Microsoft Word dialog box, click Yes to save e Sephanie  Meyer 1718 Twilght &
Ms. Anne Rice 1929 Pontdu L.
changes ~
" Microsoft Word L]
! L Before %\nu can customize this data source, you must save or discard any changes. Do you want to save the changes you have made to this data I
Cos ] [ ) [ ] P
< m »
Was this information helpful? === =
Delete Entry | | Customize Column:
, Add Field Bk
5. Inthe Customize Address Customize Address List N L5 |
List dialog box, click Add TiET ‘|°°f LDl eld Names /
Mabile Phane <] [Catew )
6. Inthe Add Field dialog box, et e
type Mobile Phone in the ok || Cone ey
Type a name for your field aystes E—
box P Code
Counh’\,"“or Region
. Home Phone
7. Click OK s
To rearrange the order in which the fields appear, select the field to be < | [[Move Down |
moved and click the Move Up or Move Down button to move the field up
or down in the order. |
8. Move the Mobile Phone field between Home Phone and
Work Phone in the Customize Address List Customize Address List L6 it
9 C“Ck OK Field Names s
) Tith -
| | | e e . ]
10. Click OK on the Edit Data Source dialog box First Name
. . Company Name
11. In the dialog box that appears, click Yes AddressLe 1
City
. . State
NOTE: Do not delete fields if you plan to use them for other ZIP Code
. . . . Country or Region
projects—Mail Merge uses only the fields it needs for the current Home Phone
project. i A
- Move Down
Sorting the Recipient List T —
| e
The entries in an address list can be sorted by clicking on the e R
heading of the column by which you want to sort. Wity |41 sonvmgenang e l\
(AlD
1. Click the Last Name heading down arrow e
e
2. Select Sort Ascending from the drop-down menu e
< i, |
3. Make sure all of the information is correct and click OK; the placeholder fdhi Yot

«Next Record» is added to each label

December 2019




wNext Record»

wNext Record»

w«Mext Record»

#Next Record»

«Next Record»

NOTE: After being saved, the list of recipients can be sorted by clicking on the column headings; click Last
Name to sort by last name, Company Name to sort by company name, etc. To change the sort from
ascending to descending, click the heading again.

1. Click Next: Arrange your labels at the bottom of the pane

2. Click on Address Block

3. Inthe Insert Address Block
dialog box, specify which
address elements should be
included on the label and how
they should be formatted; a
preview appears in window on
the right

Click OK

Click Update all labels to
apply this formatting to all of
the labels; the placeholder
«AddressBlock» is added to

Insert Address Block

Specify address elements

Insert recipient's name in this format:

Joshua -
Joshua Randall Jr.
loshua Q. Randall Ir. |
Mr. Josh Randall Jr.

Mr. Josh i Randall Jr,
Mr. Joshua Randall Ir. A%

[¥] nsert company name

Insert postal address:
() Mever include the country/region in the address
() Always include the country/region in the address
@ Only include the country/region if different than:

United States [=]

Format address according to the destination country/region

Preview
Here is a preview from your recipient list:
1

Dr. Joseph Greene
2345 Lee Road

Correct Problems

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

your mailing list.
Match Fields...

<{AddressBIock»|

uMNext Record»«AddressBlock»

«Next Record»uAddressBlocks

wNext Record»«AddressBlock»

wNext Record»«AddressBlock»

wNext Record»«AddressBlock»

each label

6. Click Next: Preview your labels, which inserts all of the names from the data source list into the page of

labels to be previewed

7. Click Next: Complete the merge to move to the final step of the process; on this final mail merge pane
are options to Print the labels or Edit individual labels to make additional changes

Printing Labels

o When first printing labels, feed only one sheet at a time. Some printers cannot handle more than one
label sheet and will jam if multiple pages of labels are inserted.

o Place the sheet into the printer tray with the proper side facing up. The documentation that came with the
printer should indicate which way the labels must be placed in the tray/feeder.
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e Make sure you have the right labels for the printer. Inkjet and LaserJet printers require different types of

labels—using the wrong labels could cause damage to the printer.

Labels6 - Word

Printer

Gy HKICOFFICEOL an chprint
2T Ready s, OH 44118

Settings

e Always preview the document before printing by going to the File tab - Print.

e If changes or corrections are necessary, click on the Home tab to return to the document; otherwise,

choose your settings and click Print.

Mail Merge for Letters.

Mail Merge MRS

Select starting document

How do you want to set up

The process for using Mail Merge for Letters is basically the same as we did for your letters?

labels except with the following changes at the beginning.

®) Use the current document

Start from a template

1. In Step 1, make sure the Letters bullet is selected under the Select document ST E I

type

Use the current document

Start from the document

Click Next: Starting document at the bottom of the pane under Step 1 of 6 e A uee, the Mall

Merge wizard to add
recipient infarmation.

3. In Step 2, make sure the Use the current document bullet is selected under
Select starting document and continue through your process of creating or

importing your recipients list.

After you have finished Step 3 in the Mail Merge process you will click Next: Write

your letter at the bottom of the Step 3 pane

Mail Merge M

Write your letter

If you have not already done
so, write your letter now.

To add recipient information
tao your letter, click a location

You can now write your letter as you wish but remember to put place holders in for pthcdosument andihc

the information you want to merge. For example if you wish to put in the recipients

click one of the items below,

[E Address block...

address you would click Address block in the Write your letter section of Step 4. B) Grecting line,, ———

If necessary, check the Insert recipient’s name in this format checkbox

I:I* Electronic postage...
Bl More items...

When you have finished

The Insert Address Block dialog box appears with several format options for the writing your letter, click Next.

address block; select the desired format

NOTE: Using the formal option Mr. Joshua Randall Jr. includes a title
and a suffix. If an entry does not include a title or suffix, the element is
automatically omitted and the formatting automatically adjusted.

December 2019

Then you can preview and
personalize each recipient's
lettar,

Insert Greeting Line =
Greeting line format:

Dear Mr. Randal =1 =]

Greeting line for invalid recipient names:

Dear 5ir or Madam,
Preview
Here is a preview from your redpient ist:

1 b H

Dear Mr. King, |

Correct Problems

If tems in your greeting line are missing or out of order, use Match Fields to
identify the carrect address elements from your maiing list.




Click the right arrow under Here is a preview from your recipient list to view other recipients and Click OK.

You can also put in a Greeting Line by clicking on Greeting line in the Step 4 pane; the Insert Greeting
Line dialog box opens

Choose a format for the greeting and click OK and you will see a place holder for «GreetingLine».

You can now write your letter and proceed to Step 5 Preview your letters and Step 6 Complete the
merge.

Document] - Ward

EORSW nsert  Design  Layout  References  Mailings  Review  View  Help Q) Tell me what youwant todo

PFind -
-| | % Replace

=
A3BbCCDC| AaBDOCDC [ AoBbCcD AOBbCCD: A CCDE AaBbCeD

e
¥ Format Dainter

Thommal | TMNo Spac Sublitle  SubtleEm... Emphasis Re Te =
Hosmal 5 i Subtile  SubtleEm... Emphasis BookTile '=| | | s
Clipboard i Font w Faragraph B Styles G Editing -~
—— 1.2 [ P [ e — .
= Mail Merge ~ %
Write your etter
Alee uhtary If you have not already done
Tech Trainer 50, write your letter now.
2345 Lee Road To add recipient infos
Cleveland Heights, OH 44118 to your letter, dicka
inthe doa
cick ane
whddressBlocks
wGrestinglines
Greetings and Salutations! | want to remind you that free computer tiasses are offered at Heights
Library in the Computer Classroom. Please refer to our website or Check Us Out for more information.
When you hav finished
writing your letter, cick Nerd.
Sincerely, Then you can prevew and
persanalize each recipient's
letter,
lice Library
Tech Trained
Stepdof 6
Pagetof1 Stwords (2 BB B - I + 100

.
Microsoft Word =5

Open in ga Document Set Up for a Mail Merg e Opening this document will run the following SQL command:
l \ SELECT *FROM "Office Address List”

Go to File > Open - MailMergeL etter to open

the file. A warning appears, indicating that a data
source is connected to the document; click Yes.

Data from your database will be placed in the document. Do you want to continue?

[ es ] [ Mo ] [ Help ]

Go to Mailings tab - Start Mail Merge group »>

Start Mail Merge command - Step by Step e
Mail Merge Wizard to continue with the mail ) Data Link roperics =) -
S—

merge as previously described.

Connection | Advanced | Al

Specify the following to connect to this data

If the Data Source file has moved or the name has been changed, itk
several steps must be taken before the file is properly attached for the |
merge: PEEITI

I @ Use a speciic user name and password.

1. Inthe Microsoft Word warning dialog box, click Yes

Blark password [ Allow saving password

Test Connection

oK | Cancel ][ Hep |
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2. Inthe Microsoft Word error dialog box, click OK

Microsoft Word

—
1:8) Error has occurred: Could not find file 'E:\My List.mdb',

Was this information helpful?

I

In the Data Link Properties dialog box, click OK
The Microsoft Word Error dialog box returns; click OK
In the Select Data Source dialog box, navigate to the data source file and click on it

Click Open in the Select Data Source dialog box

-
@ Select Data Source

- DT T e

@'| « My Documents » My Data Sources - | +y | | Search My Data Sources pel |
Organize * Mew folder ==« [ @
i MName Date modified Type
- Favorites Tl

')'@ +Connect to New Data Source
"@ +MNewSQLServerConnection

2] My List

=] Recent Places

& Downloads

B Desktop =
4 Libraries

Bl Desktop
& Libraries
A chd
L Computer
& o5

Microsoft Off
Microsoft Off

Microsoft Ac

9/25/2000 3:08 PM
9/25/2000 3:08 PM
1/17/201212:57 PM

4 DVDRW Drive _ =

3 itemns

Mew Source...

File name:

Tools

- ’AII Data Sources '] ‘

M |

- [ Open Cancel ]
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