
No Typing Required! Generate Address Labels
Quickly for a Ready-made List of Contacts

One of the many useful features Microsoft Word
offers is the ability to print sticky address labels. To
use it, you always have to type the address yourself,
and that’s fine for the odd label, but what if you
need labels for a long list of addresses – perhaps to
send invitations or Christmas cards, or to send
newsletters to members of a club or society?

A good choice is to use something known as ‘Mail Merge’.
With your addresses saved in a list in an Excel spreadsheet,
you can quickly generate labels for any or all of them in a
flash – and without having to type them all every time!
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This article shows you how to:

� Easily print address labels for all your contacts

� Create a database of contacts’ addresses in Excel

� Use Mail Merge in Word to print address labels
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How Mail Merge Saves You Time 
and Typing
Among its countless useful features, Microsoft Word offers a
straightforward way to print address labels. In case you’ve
turned to this article looking for a way to print just one or
two labels, let’s start with a run-through of the steps to follow.

Before you start, make sure you know the brand and refer-
ence number of the labels you’re using (which should be
easy to find on their packaging). 
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Just want to
print a single
sticky label?

Set up the 
label details

: 1.  Start Microsoft Word and, if you’re using Word 2013
or later, click on Blank document if you arrive at the
Start screen.

2.  Switch to the Mailings tab on the Ribbon and, in the
‘Create’ group at the left, click on Labels.

3.  This leads you to the dialog pictured on the next
page, with the Labels tab selected:

   • If there’s any text shown in the Address box ,
delete it to leave that box empty.

   • In the ‘Print’ section, make sure the selected
option is Full page of the same label . (If it
isn’t, click it to place a blob in the option button
to its left.)

   • In the ‘Label’ section, you may see details of a
particular brand and type of label . If you’ve
printed labels before, Word has remembered the
details and shows them here. Do they match the
labels you’ll be using this time? If they do, click
on New Document and jump straight to step
7 on the next page. If they don’t (or there’s
nothing shown here), click the Options button
and continue following these steps.
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Select your
brand of label

Type the name
and address

2

4.  Clicking the Options button opens a dialog titled
‘Label Options’ in which you specify the type of
labels you’re using. Open the drop-down list beside
Label vendors and choose the correct brand of labels
(such as Avery A4/A5 if you’re using the popular
Avery labels or an unbranded label which quotes an
Avery-compatible product number).

5.  Now the Product number box below will show an
alphabetical list of all the label products made by the
brand you selected in step 4. Find and click the
correct product number in this list.

6.  Click OK and you’ll be returned to the dialog you
were using before, pictured above. Click the New
Document button .

7.  Now you’ll see a Word document marked out with
boxes, each box matching up with a label on your
sheet. Click inside the box corresponding to the label
onto which you want to print and type the name and
address .7
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8.  After typing the addresses you need into the appro-
priate boxes, and inserting your sheet of labels into
your printer, press + and click the Print
button to print them.

Ctrl P

Although I’m focusing on labels in this article, Mail
Merge can be used for all sorts of similar jobs. It could
print those addresses onto envelopes rather than lab-
els, for instance. Or you could use it to print person-
alised letters to all your contacts by telling Word to
insert a different name and address from your list into
every copy of the letter it prints. That’s a little more
complicated than what I’m covering in this article, but
perfectly possible once you’ve created your contacts list.

That’s all easy enough if you only want to print a single label
– or a small handful – but what if you want to print dozens?
And particularly if you need to do this regularly, as you
might if you send newsletters to the members of an
organisation you’re involved with, for example. It’s going to
be a long, slow job involving an enormous amount of typing!

This is where the Mail Merge feature steps in to help you. If
you have all the names and addresses stored in a suitable
document on your PC, you can avoid having to type them all
again. Simply tell Word where that document is stored and it
will load the addresses, let you choose which to exclude (if
any) and insert them into labels for you automatically.

Ready to print

Do you need a
lot of labels?

Mail Merge
makes it faster
and easier
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1.  Start Microsoft Excel, and if you arrive at its Start
screen in Excel 2013 or later, click Blank workbook.

2.  The first step is to create the ‘fields’ of our database:
these are the descriptive names of the various bits of
information we’re going to store. Along the first row
of the worksheet, type the headings I’ve used below:

It’s best to regard my headings as suggestions, although
they should be all you need for address labels. However,
there are several extras you might like to consider. First,
you might like to include a ‘Title’ heading where you
can insert ‘Mr’, ‘Mrs’, ‘Dr’ and so on for each person,
and perhaps an ‘Initial’ heading where you can put each
person’s first initial. That way, rather than the first line  
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You could 
use an Access
database…

…but it’s 
far easier to 
use Excel!

:

Step 1: Create a Contacts Database in Excel
I mentioned above that your list of names and addresses
have to be in a ‘suitable document’ – one that Word can read
and understand – and there are several possibilities. Most of
them, however, are a bit complex for our purposes: you
could use a database you’ve created in Microsoft Access, for
example, but that probably means spending a very long time
learning how to use Access!

By far the simplest method is to create your list in Microsoft
Excel. You might think of Excel as being intended to work
with numbers, but it also works as a simple database pro-
gram, and for a collection of names and addresses, ‘simple’
suits us perfectly!

Here’s what to do:
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Widen the
columns as
needed

Prefer the
headings in
bold?

Save your 
work so far

Add your names
and addresses

of your label being the person’s full name (such as
‘David Johnson’) it could be their title, initial and last
name (such as ‘Mr D Johnson’). Second, you might like
to include an ‘Address3’ heading if you have addresses
that run to more than the two lines I’ve allowed for with
‘Address1’ and ‘Address2’).

3.  Those columns are rather narrow, and as soon as we
start entering names and (especially) addresses,
they’ll overlap, so it’s a good idea to widen them.
Move the pointer onto the dividing line between two
columns , press-and-hold the left mouse button
and drag to the right to widen a column. (Later, as
you’re entering the details, you might find that some
columns are still too narrow, in which case you can
widen them more in the same way.)

4.  One other thing you might like to do, as I have, is to
make those headings bold. To do that, click the row
header of that first row to select the whole row
and then either press                   or click the Bold
(‘B’) button on the Home tab of the Ribbon.

5.  Before you go much further, it’s a good idea to save
this document. Press to open the Save As
dialog, choose where to save it and give it a
meaningful name such as ‘Addresses’ then click the
Save button.

6.  Now you’re ready to start entering those names and
addresses, one on each row, with the corresponding 

1

2

F12
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+Ctrl B
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Add more 
entries whenever
you like

More columns
needed?

In future, you can open this document whenever you need
to add more addresses to it and simply add them to the first
available row at the bottom (ensuring you don’t leave any
rows blank, as mentioned above).

What if you decide you need more columns to add extra
information – for instance, you belatedly decide you do
need an ‘Address3’ column?

One option is simply to use the next available column
(column ‘H’ in my example above), since the order of the
columns doesn’t matter. However, to keep things readable,
and to make it easier to type the information, you might
prefer to insert your new column between two others.

    information below the headings you’ve typed. The
only rule to remember is not to leave any blank
rows: if you do, everything below the blank row will
be ignored when you use this list to generate your
labels! If there are any cells that don’t need any
information, just leave them empty. For instance, as
in my example below, not all addresses run to two
lines, so their cells below ‘Address2’ are blank.

    As this could be a long job if you have a large number
of addresses to enter, be sure to press +
frequently to save your work!

7.  When you’ve finished, press + one final
time and then close Microsoft Excel.

Ctrl S

Ctrl S
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Start your 
Mail Merge

Choose Labels
and go to the
next step

Taking the example of inserting an ‘Address3’ heading,
right-click the header of column E and choose Insert from
the context menu. A new column will appear between the
‘Address2’ and ‘Town’ columns. You can type Address3 into
its top cell and then fill in the cells below.

Step 2: Set Up Your Mail Merge Labels 
in Word
Once you’ve created and saved your list of names and
addresses, you’re ready to use Mail Merge in Microsoft Word
to print those details (or the ones you choose) onto labels.
Follow these steps:

1.  Start Microsoft Word, and if you arrive at its Start
screen in Word 2013 or later, then click on Blank
document.

2.  Switch to the Mailings tab on the Ribbon. Near
the left-hand end, click the Start Mail Merge button

and choose Step-by-Step Mail Merge Wizard
from the menu.

3.  This opens a panel titled ‘Mail Merge’ at the right of
the Word window, pictured on the next page. Below
the heading ‘Select your document type’ click on

1

2 3

:

2

3

1
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Labels (since that’s what we’re planning to
create) and click on Next: Starting document      .

4

4.  The Mail Merge panel changes to show you the second
step of the process. Below ‘Select starting document’
you’ll see that the selected option is Change document
layout and that’s fine as it is: we currently have a
blank document and we’re happy to let Word create
our labels in that. The next job is to tell Word what
type of label you’re using: click on Label options
and you’ll see the Label Options dialog I described on
page 3. Choose the correct brand of labels from the
Label vendors list, then select the product number
of your labels from the box below and click OK. Your
Word document now changes to show a sheet of
empty labels and you’re ready for the next step: click
on Next: Select recipients .

6

7

Select the type
of labels you’re
using

4

5

6

7

5
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Click Browse…

…and choose
your Excel
document

Tell Word that
your contacts
list contains
headings
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5.  The panel changes again to
show you the third step of the
Mail Merge process. Below
‘Select recipients’, make sure
there’s a blob beside the option
Use an existing list (bec-
ause you’ve already created a
list of names and addresses you
want to use). Further down,
click on Browse so that we can find the Excel
file you created earlier and tell Word to use it.

6.  This displays a standard ‘Open’ dialog of the sort
you’ve seen many times (although this one is
actually titled ‘Select Data Source’). It probably
shows you a folder named ‘My Data Sources’, which
is inside your ‘Documents’ folder, and you won’t find
anything useful in this folder! Using the left-hand
panel of the dialog, find and click the folder into
which you saved your Excel file, then select that file
and click the Open button. 

7.  Now you’ll see the dialog pictured below. Here, Word
wants to know whether the first row of your Excel
worksheet contains column headers. It does (‘First
Name’, ‘Last Name’, ‘Address1’ and so on), so make
sure there’s a tick beside First row of data contains
column headers and then click OK .

8
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Choose whose
addresses you
want to include

Ready to lay out
your labels
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8.  That leads you to the dialog pictured below. Here,
Word has read your Excel worksheet and it lists all
the contacts it contains. Although it all looks a bit
complicated, the only job to do here is to decide who
needs a label and who doesn’t. At the moment, every
contact in the list has a tick beside it: if there are any
for whom you don’t want to print a label, remove
their ticks . Finally, click OK .12 13

9.   Now you’re returned to your Word document where
you’ll see that all your labels apart from the first
now contain «Next Record». That’s exactly as it
should be, and we’re ready to move on to the fourth
step of the process, so click the words Next: Arrange
your labels at the bottom of the Mail Merge panel.

10. This is where we create our label, and we do it using
the blank label in the top-left corner of the page. 

If you discover you’ve chosen the wrong Excel file when
you see this list, don’t worry. Just click OK anyway
to return to your Word document. In the Mail Merge
panel at the right, click on Select a different list and
you’ll be sent back to step 6 above.

13

12

13
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Click in the
blank label at
the top-left

Insert the 
‘First Name’ field
into the label

Type a space

Add the ‘Last
Name’ field and
press Enter

     However, we don’t do it by typing (other than the
occasional press of the space bar and key to
insert spaces and start new lines). Instead we do it
by picking from the headings we typed at the top of
the page in Excel. Make sure the text cursor is
flashing in the blank label at the top-left of the page
(if it isn’t, click in that label). Next, in the Mail Merge
panel on the right, click the words More items.

11. Now you’ll see the dialog
pictured to the right
which lists all the head-
ings you typed into your
Excel worksheet. As the
first line of an address
label should be the per-
son’s name, we need to
begin by inserting the first and last names separated
by a space. So, click on First Name to select it,
then click the Insert button        to insert it into your
label and then click the Close button      .

12. That first label now looks like the
example to the right, with a
«First_Name» field added and the
cursor flashing beside it. In a moment we’ll follow
it with the last name, but since we need a space
between the two, press on the keyboard.

13. Now click on More items
again to reopen the dialog
you saw in step 11. This
time, select Last Name, click the Insert button and
then click Close. Now your label looks like the one
pictured to the right: it has fields for the first name
and last name separated by a space. Now press the

key to start a new line.

Enter

14

Enter

Space

14
15 16

15
16
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Add the 
address fields 
on successive
lines

Check it looks 
as it should

14. As you can tell, we’re building a kind of ‘outline’ of
our label, using these field names where the real
information should later go. Now we continue in the
same way to add the address. Click on More items,
select Address1 and click Insert then Close to add
the «Address1» field to the label. Press to
start another new line. Now go back to More items,
select Address2 followed by Insert and Close and
press again. Then do the same twice more to
add County and then Postcode.

Enter

Enter

15. When you’ve finished adding fields to your label, it
will look something like the next screenshot.
Congratulations – that’s got all the tricky stuff out
of the way! What you’ve done is to produce the
layout for one complete label, and in a moment we’ll
tell Word that all the other labels on the sheet should
be laid out in exactly the same way. Just before we
do that, however, have a quick check over this label
to ensure that it looks as it should – in particular,

Two quick tips. First, I’ve assumed your Excel worksheet
contains exactly the same headings as mine, but
perhaps you used different headings – the ‘Title’ and
‘Initial’ headings I suggested as possibilities on page 5
perhaps. If so, the routine is just the same, but you’ll
pick different items from the list: you’ll choose Title,
then a space, then Initial then another space, then Last
Name, then press to start a new line.
Second, if you insert the wrong field into your label by
accident, don’t worry. Just click to the right of the
incorrect field in your label and press the
key twice to delete it.

Enter

Backspace
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Make all 
the labels look
the same as 
this one

Your contacts’
details now
appear in the
labels

     that you really have put a space between
«First_Name»  and «Last_Name». If you haven’t,
now’s the time to click between them and type that
space!

16. We want every label to be laid out the same way as
the one we’ve just designed, so click on Update all
labels in the Mail Merge panel. When you do
this, all the other labels on your sheet will change
to match the one you’ve just designed, with the one
exception that they still start with «Next Record».
Now click on Next: Preview your labels .

17. Now the magic happens. All those field names
enclosed in angle-brackets disappear and you’ll see
the real names and addresses of the contacts in your
Excel list, one per label, just as if you’d typed them
in yourself. At the moment you may be seeing only
a single label – the very last in your Excel list. That
doesn’t mean anything’s gone wrong, but if you’d
like to reassure yourself they’re all there, click the
<< button as often as necessary to step back to
‘Recipient: 1’.

18. There’s nothing you need to change at this point, so
click on Next: Complete the merge at the
bottom of the Mail Merge panel to move to the sixth
and final step of the process.

17

18

19

20
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Step 3: Print Out Your Finished Labels
Now you’re almost ready to print your completed sheet(s) of
labels, and the Mail Merge panel gives you a choice between
two options: Print if you’d like to print the labels straight
away, or Edit individual labels. If there are no changes you
want to make to the labels, you can click Print, use the
familiar options to adjust the print settings and then click
the Print button.

However, my guess is that you might like to make a few little
changes before printing, so click on Edit individual labels.
In the little dialog that appears next, make sure the All
option is selected and click OK.
This opens a second Word window which looks just like the
first (but without the Mail Merge panel) and shows your
labels in much the way they’ll appear on paper.

Ready to 
print?

You may like 
to make 
changes first

19

20
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One neat thing you’ll notice is that any blank lines have
been removed: if some of the addresses in your Excel list
had an ‘Address2’ and others didn’t, for example, the ones
that didn’t no longer show an empty line where that would
have been.

In this second window you can make any changes you like
to the text in those labels. For instance, if you’ve noticed a
typing mistake in one of the addresses, you can correct it. 

You might also want to make changes to the entire set of
labels, such as switching from the ‘Normal’ style to the ‘No
Spacing’ style, and changing the font and text size. If so,
press + to select all the text in every label and then
use the options on the Home tab of the Ribbon to make any
adjustments you like.

Finally, when you’re happy with the way your labels look in
this second Word window, you’re ready to print them. Make
sure you’ve got your blank sheets of labels ready for use in
your printer (and the right way up!) and press + . In
Word’s familiar Print screen, adjust the print settings as
needed and then click the Print button.

Once your finished labels have emerged from your printer,
you can close the two Microsoft Word windows that are
open by clicking the x buttons in their top-right corners,
choosing Don’t Save in each case when asked whether you
want to save your changes.

Ctrl P

Ctrl A

Correct any
typing mistakes

Adjust the style,
font and text
size if you like

Print the labels

Close the two
Word windows

Of course, if you do notice a typing mistake, that would
be because the same mistake is in your Excel document,
so remember to put it right there later too! However,
you won’t be able to do that until you’ve printed your
labels and closed Microsoft Word: until then, your Excel
document is ‘in use’ by Word and can’t be edited.

!
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