
Production of labels

Using mail merge in Word 2007



Click Start Mail MergeHome 
tab



Mailings tab

Click on Step by Step mail Merge 
Wizard



1.  Click Labels
Mailings tab

2.  Click Next Starting 
Document



1.  Ensure Change document layout is selected
Mailings tab

2.  Click label options



1.  Select label options requiredMailings tab

2.  Select Product Number 3.  Click OK



Mailings tab

Select Recipients



Click Browse to find external file
Mailings tab



Click on relevant Drive



Browse through folders until you find relevant file.  Select File

Click to Open



Select Sheet1$Mailings tab

Click Open



Ensure everything you want ticked is
Mailings tab

Refine recipient list, if required Click OK



Format first cell as you wish, e.g.  Use down arrow, then carriage return to get 

into centre of cell, Select Bold and Centre alignment and 16 font size

Mailings tab



Click on Insert Merge FieldMailings tab



Select FieldMailings tab



Chosen field appears in 1st cell, then hit Return keyMailings tab



Flashing cursor in now in correct alignment and rowMailings tab

Select next field, e.g. U3A Click Insert, then close



Check selected fields are in correct position
Click on Preview Results

Mailings tab



Check correct information has come through in 1st cell

Uncheck Preview Results

Mailings tab

Click on Update all Labels



Mailings tab

Click Update all Labels



Each cell should now contain the correct template 
informationMailings tab

Save this file now as …….. labels template in relevant folder



Click Finish & Merge, then Edit Individual DocumentsMailings tab



Select AllMailings tab

Select OK



Check all the names are present

When happy with everything, file with relevant 
name in selected folder


