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Merging 

The Tools Letters and Mailings feature in Microsoft Word allows 
the user to create a form letter and merge with it names and 
addresses from a data file.  This creates many individual letters, 
labels or lists from one merge document and one data source. 

 
To build a merge application, the user must create two separate 
files.  One is the main document which includes "merge fields" for 
standard information which will be the same across documents.  
The second file is the data source.  This file contains the variable 
information that will fill in the merge fields in the finished product. 
This source file may be an Access data table or an Excel list. 

 
The steps in creating a merge are listed below: 

 
STEP ACTION 

1 Create a main document 
2 Select a data source 
3 Insert merge fields 
4 Preview the merged documents 
5 Merge the main document and the data 

source 
 
Main 
Document 

1. Open a new document. 
2. Select Tools from the menu bar. 
3. Choose Letters and Mailings ► 
4. From the submenu, select Mail Merge Wizard. 

The Mail Merge Task Pane opens to the right of the document 
window displaying Step 1 of 6. 
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5. Under Select document type, select the option Labels. 
6. Click the blue text link Next: Starting document at the bottom 

of the Task Pane. 
The Mail Merge Task Pane updates to Step 2 of 6. 
 

 
 

7. Click on the link Label Options… 
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8. Select the 5160 - Address labels from the Avery Standard 
types. 

9. At the bottom of the Task Pane, click on Step 2 of 6, 
Next: Select recipients. 
The Task Pane updates to Step 3 of 6. 

10. Under Select recipients, choose Use an existing list. 
 

 
 

11. Click the link to Browse… in the center of the Task Pane. 
Locate the folder where the Excel list is stored and select the 
Excel file. 
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12. Click [Open]. 
The Confirm Data Source dialog box will appear.  

 
 

13. Select  MS Excel Worksheets via DDE (*.xls). 
14. Click [OK]. 

The Microsoft Excel dialog will appear. 
 

 
 

15. From the Excel dialog box, select Entire Spreadsheet. 
16. Click [OK]. 

The names from the Excel worksheet will appear in the Mail 
Merge Recipients window. 
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17. Click [OK] to close the window. 

Arrange Labels  
In Step 4 of the merge, you will add the required fields for each 
Mail Label.  Since the column headings in the Excel file match 
those in the Word merge feature, you will be able to use the 
Address Block to insert individual addresses on each label. 
 
The Address Block is a collection of fields which are typically 
included in an inside address.  Since your field names match, you 
will need to select the name format and exclude unnecessary fields 
in this dialog box. 
 
1. Click Next:  Arrange your labels. 

The Task Pane will update to display fields. 
2. Select the link Address Block… 
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3. Select the name format for your data. 
4. If all recipients are in-country, select the option Never include 

the country/region in the address. 
5. Confirm that the Preview address is the form you would like to 

see on your labels. 
6. Click [OK]. 

The Address Block field will appear on the first label. 

© 2007 CPI Training Solutions, Inc.  solutionsrus.com  1-888-274-0004 
 Page 6 of 11    



  Mail Merge with Excel Lists 

7. Click the [Update All Labels] button. 
The Address Block will be duplicated to all labels on the page. 

 
 

 
 

8. Click Next: Preview your labels. 
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9. Click Next: Complete the merge. 
10. Click Print… 

 

 
 

11. Select All and click [OK]. 
The labels will be sent to the printer. 
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Merge Fields in Word 
A list of the default fields with Microsoft Word merge is shown 
below.  To make your Excel list compatible with Microsoft Word, 
you will need to “match fields” or change the field names in your 
Excel list to match the Word fields. 
 
It is acceptable to skip some Word merge fields in your Excel list.  
If you do not use the Title field in your Excel file, you will delete 
the field from the Merge in Microsoft Word. 
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Update your Excel List 
The first step in updating the Excel file is to rename the column 
headings to match the merge fields.   Open the Excel list and 
change the column headers to match the field names in the Merge 
feature in Microsoft Word.  Do not leave a blank row between the 
column headings and the names and addresses. 
 

 
 

Microsoft Word versions 2002 and 2003 display a list of “default” 
or preset fields when you first create the data source.  The fields 
will be displayed in an input form which makes it easy for you to 
add or edit names and addresses.  For the labels exercise, the 
following fields will be required: 

 
    First Name 

 Last Name 
 Company Name 
 Address Line 1 
 City 
 State 
 Zip Code 
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Delete Fields 
The first field in the default list that is not needed for your mailing 
is Title.  In the following exercise, you will delete the fields which 
are not required for your letter. 

 
1. Click on the [Customize…] button in the New Address List 

window. 
A Customize Address List dialog box appears. 

2. Click on the field name Title to select. 
 

 
 
3. Click the [Delete] button. 

A prompt asks if you are sure you want to delete the field. 
4. Click [Yes]. 

The field Title is removed from the list. 
5. Repeat the same steps to remove the fields Home Phone, 

WorkPhone and E-mail Address. 
6. Click [OK]. 

The Field Names list has been customized for your data file. 
 

OTE:  Field names must be unique and can contain 
up to 32 characters.  Letters, numbers, spaces and underline 
characters are acceptable.  The first character in a field name 
must be a letter.  These same requirements apply to the column 
headings in an Excel list. 
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