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Mail Merge 
Mail Merge is one of the most useful tools in the office suite. It allows you to take a list of addresses 
(and other data) in Excel and create mass mailings with just a few clicks. 
 
You need two things for a mail merge: a data source and the document into which that data will be 
added. The best data source to use is Excel, and if at all possible, the excel worksheet should have 
individual columns for each bit of data. 

 
In this data source, you can see that there are individual columns for first name, last name, street 
address, city, state, and zip. You can have as many columns as you want in your source data and use 
just the columns you want for your mail merge.  
 
The document can be any kind of word document: a letter, mailing labels, and email. You insert field 
codes into the document to tell the program what bits of the Excel document to enter where. 

 
The field codes are the bits of text surrounded by the pointy brackets: <<First_Name>> 
 
You add field codes wherever you want data from your source to be entered. 
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Checking Your Data Source 
With your data, it is generally better to have more columns than fewer. For example, separate 
columns for first name and last name are usually preferred to a single name column. Even if your 
existing data has first and last names together in a single column, you can use the Text-to-Columns 
tool in Excel to split that column. 
 
It is also helpful to name the different sheets (tabs) in your workbook. 
 
1. Open the Excel file you are using as your data source. 

2. Your column headers (the fields at the top of each column) will be your field codes. If you don’t 
have column headers for your spreadsheet, create them. 

3. Note the name of the worksheet where 
your data is located—especially if there 
are multiple worksheets in your 
workbook. 

Letters 
The most basic (and possibly easiest) type of mail merge is a form letter. You compose your letter, 
inserting field codes where you would like data from your source entered.  

Creating the Letter Source 
1. Open a new Word document OR open an existing letter upon which you want to base your letter. 
2. Select the Mailings tab.  
3. Click the Start Mail Merge button and from the menu and 

select Letters. 

 
4. Click the Select Recipients button and select Use an 

Existing List. 
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5. Browse to the location of your source 
data and select the Excel file that has 
your source data. 

6. Click Open. 

 
7. In the Select Table dialog box, select the 

worksheet that contains your source 
data. Your document is now linked to 
the selected data source. 

 

 

Adding Merge Fields 
1. Place your cursor in the location where the first field code should appear. For 

example, if you are writing a form letter, you might place your cursor 
immediately before the comma after Dear. 
 

2. On the Mailings tab, click the text of the Insert Merge Field button. A 
menu appears listing all the column headers in your source document.  

3. Select the field code you want to enter. 
4. Repeat until all field codes have been entered where you want them. 
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5. Press the picture portion of the Insert Merge Field 

button. A dialog box appears, displaying the column 
headers in your source document. Select the field code 
you want to add and then click the Insert button. 
OR 

6. Double click on the field code you want to insert. 
7. Insert the rest of the desired field codes, then close the 

dialog box. 

 
8. The field codes are now displayed in your document. Add spacing and punctuation and hard 

returns as needed. It is often helpful to use Show/Hide codes here, to make sure you have the 
correct number of spaces between your codes. If you are having difficulty seeing codes, use the 
page zoom to make everything larger. 

 

Checking Your Document 
1. Once you have inserted the field codes into your document, you need to check to make sure that 

everything will display properly once you complete the merge. You check this using the button. 
2. The Preview Results button toggles between displaying the field 

codes and displaying how the final document will look. 
3. You can use the arrow keys to scroll through the individual letters 

in your merge. 
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Document with Field Codes 
 
 

 

Document with Preview Results 
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Finishing the Merge 
Once you have checked your document, you are ready to complete the merge. This is the step most 
people forget, so if you have only a single letter, you have not actually finished your merge. 
 
You can quickly tell whether you completed the merge by checking the number of pages in your 
document. 

 
 

 

Completing the Mail Merge 
1. Check your preview to make sure your letters are as expected. 
2. On the Mailings tab, click the Finish & Merge button.  
3. From the drop-down menu, select Edit Individual 

Documents. 

 
4. A dialog box appears. Select All and click OK. 

 
5. A new document opens, with all your letters in a single document, ready to be printed. 
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Mailing Labels 
Instead of having to type individual addresses onto a sheet of labels, a Mail Merge allows you to create 
mailing labels directly from an address list. 
 
The two steps people most frequently miss are Updating their labels and  

Creating the Label Source 
1. Check your source data. (See page 3) Find the label number on your box of labels. Most common is 

Avery 5160. 
2. Open a new Word document. 
3. On the Mailings tab, click the Start Mail Merge button 

then select Labels. 

 
4. You are prompted to select the label type. The 

most common labels are: 
• Label vendors: Avery US Letter 
• Product number: 5160 Easy Peel 

Address Labels 

 
5. The document is formatted for labels. By default, newer versions of Word do 

not always display the outlines of the labels, which is super confusing. To 
display the label outlines, select the Table Tools Layout tab, and then click 
View Gridlines to make the label outlines visible. 

 
 
6. Click the Select Recipients button. From the drop down 

menu select Use an Existing List. 
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7. Browse to the location of your source 

data, or if you copied the location 
previously, paste it into the location bar 
and press Enter. 

8. Select the Excel file that has your source 
data. 

9. Click Open. 

 
10. In the Select Table dialog box, select the 

worksheet that contains your source data. 
Your document is now linked to the 
selected data source. 

 
 

Adding Merge Fields  
1. Place your cursor in the location where the first field code should appear.  
2. On the Mailings tab, click the text of the Insert Merge Field button. A 

menu appears listing all the column headers in your source document.  
3. Select the field code you want to enter. 
4. Repeat until all field codes have been entered where you want them. 

OR 
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5. Press the picture portion of the Insert Merge Field 
button. A dialog box appears, displaying the column 
headers in your source document. Select the field code 
you want to add and then click the Insert button. 
OR 

6. Double click on the field code you want to insert. 
7. Insert the rest of the desired field codes, then close the 

dialog box. 

 
8. Your first label is displayed with the field codes 

you just entered. All additional labels contain 
the field code <<Next Record>>. This does 
NOT print, but is simply a command for the 
merge process. 

 
9. The field codes are now displayed in your 

document. Add spacing and punctuation as 
needed. It is often helpful to use Show/Hide 
codes here, to make sure you have the correct 
number of spaces between your codes. If you are 
having difficulty seeing the marks for spaces, use 
page zoom to make everything larger.  

 
10. Click the Update Labels button. 
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11. The document is updated, 
placing the field codes and 
formatting from the first 
label into all subsequent 
labels. The text MAY look 
wonky and out of line. It is 
NOT—the <<Next Record>> 
field does not contain 
characters to be printed. 

 
12. Click the Preview Results button. The labels are now displayed 

as they will print. 

 
13. Look through the document 

to make sure all the labels are 
looking as expected. 

 

 

Completing the Merge 
Once you have checked your document, you are ready to complete the merge. This is the step most 
people forget, so if you have only a single sheet of labels, you likely have NOT finished your merge. 
 
You can often quickly tell whether you completed the merge by checking the number of pages in your 
document. 

 
 

Completing the Merge 
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1. Check your preview to make sure your labels are as expected. 
2. On the Mailings tab, click the Finish & Merge button.  
3. From the drop down menu, select Edit Individual Documents. 

 
4. A dialog box appears. Select All and click OK. 

 
5. A new document opens, with all your labels in a single document, ready to be printed. 

Reusing a Merge Document 
Once you have created a source document for mailing labels or letters, you can save the document 
with the field codes to use again. 

Saving a Source Document 
1. In the source document—the one with the field codes—save the document as you normally would, 

but give it a name that designates it as a mail merge source. Something like “Fundraising Letter 
MM”. 

 

Reusing a Merge Document 
1. Open the Word document with mail 

merge codes you previously saved. 
2. A scary warning dialog box appears. It’s 

just telling you that it wants to link to 
the source document you used last time. 
Say Yes. If you have moved your source 
document since the last time you did a 
mail merge, there might be issues. It’s 
okay. 

3. Your letter (or labels) open, displaying your field codes. 
4. Go ahead and relink the documents. If you get an error message or if you are using a different 

source document, click the Select Recipients button and choose your spreadsheet. (See page 3) 
5. Complete the merge. 
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Directories 
Directories create documents where multiple records are on the same page. Directories use the same 
process as labels and letters, and like labels, multiple records will be displayed on a single page, just 
outside of the table used to create the labels. 
 
Source document: 

Resulting document: 
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Email 
Emails use the same process as letters, except, individual emails are sent out through Microsoft 
Outlook. This mail merge works only if you are using Microsoft Outlook. Additionally, you cannot 
add attachments to your message, and you have the additional step of creating an email subject before 
the messages are sent. 
 
Source Document 

 
Finish & Merge 

 
Subject  
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Please Support OLLI@WVU! 
 

Osher Lifelong Learning Institute 
Mountaineer Mall Unit C-17 

PO Box 9123 
Morgantown, WV 26506-9123 

Phone Numbers: 
 

Office: (304) 293-1793 
Email Address: olli@hsc.wvu.edu 

 
http://www.olliatwvu.org 

http://www.olliatwvu.org/
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