
 
 
 
 
 
 

 

 

Word 2007 

Mail Merge  
 
Mail Merge is the production of multiple documents from a single 
template form and a structured data source. This helps to create 
personalized letters and pre-addressed envelopes or mailing labels for 
mass mailings a word processing document which contains fixed text, 
which will be the same in each output document, and variables, which 
act as placeholders that are replaced by text from the data source. The 
data source is typically a spreadsheet or a database which has a field or 
column matching each variable in the template. When the mail merge is 
run, it creates an output document for each row in the database. 
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How Mail Merge Works? 

 
You use mail merge when you want to create a set of documents that are 
essentially the same but where each document contains unique 
elements. For example, in a letter that announces a new product, your 
company logo and the text about the product will appear in each letter, 
and the address and greeting line will be different in each letter.  
 
 

 
 
 
Use Mail Merge Wizard to address envelopes 
In Word 2007, the Mail Merge Wizard will step you through the process 
mail merge process of creating the template, data source and printing.   
In this example, we will use a file that contains the address data that you 
will merge into your document to create addresses for envelopes are on 
your student CD. 
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Click the Mailings tab, click the Start Mail Merge (on the pull down 
menu) select Step by Step Mail Merge Wizard.  A task pane opens on 
the right (see Figure 4.10). 
 

 
 

Mail Merge Wizard Screen 
 

 
 

Figure 4.10  Mail merge document type  task pane 

 

Start Wizard 

Envelopes 
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1. Under Select document type, click the radio button next to 
Envelopes The open document becomes the main document for 
your envelopes.  

 
2. Click Next: Starting document at the bottom of the task pane. A 

new pane opens. 

 
Select starting document 

3. Click Envelope options under Change document layout. The 
Envelope options dialog box opens (see Figure 4.11). 

 

 
 

Figure 4.11 Envelope Options dialog box 

 

Set up envelope printing 

The Envelope Options dialog box allows you to setup the envelopes for 
printing. 
 

1. Click the Envelope Options tab if it is not already displayed and 
click the arrow on the Envelope size list box to select the Size 10 
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(41/8 x 9½) envelope if it is not already showing (see Figure 
4.15). You have defined your envelope size. 

 
Printers require that envelopes be inserted in specific positions in their 
tray. 
 

2. Click the Printing Options tab and set the options according to 
the instructions for printing envelopes in your printer’s manual 
(see Figure 4.12). If your printer requires a vertical envelope 
orientation, click the Clockwise rotation check box to change the 
location of the envelope “top” to left or right. 

 

 
 

Figure 4.12 Envelope Print Options dialog box 

 

The Feed method orientation is displayed in the preview windows. 
 

3. When you are satisfied with the printer settings, click OK. Your 
main document now has the envelope dimensions you set up. 
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Select recipients 

You will address your envelopes using information from the file 4Family 
address book on your student disk. 
 

1. Click Next: Select recipients on the bottom of the task pane. 
Another pane opens (see Figure 4.13). 

 

 
 

Figure 4.13  Select recipient list  file 

 

2. Click the radio button next to Use an existing list under Select 
recipients and click Browse under Use an existing list. The Select 
Data Source dialog box opens. 

 
3. Click the arrow on the Look in list box and click the CD, if it is not 

already showing. 

 
4. Double-click the  Family address book.xls file.  The Mail Merge 

Recipients dialog box opens (see Figure 4.14). 
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Note: At the top and the bottom of the Mail Merge task pane on the right 
are forward and back arrows. As you move through the steps to merge a 
database with a document you can revise the options you selected by 
clicking the back and forward arrows. 

 

 
 

Figure 4.14 Mail Merge Recipients dialog box 

 

5. Read the instructions at the top of the dialog box. You can: 

 Sort by field name 
 Narrow down recipients by criteria (such as everyone from 
Texas) 
 Remove recipients from the database for this merge 

 
You want to make envelopes for all the recipients in this merge, so you 
will keep the check marks by all the names. 
 

6. Click OK on the dialog box. 

 
7. Click Next: Arrange your envelope at the bottom of the task 

pane. A new pane opens (see Figure 4.15). 
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Figure 4.15  Address block selected in envelope document 

 

Arrange the envelope 

 
1. Click on the paragraph mark  in the center of your envelope 

document until a frame appears around the address block (see 
Figure 4.18). 

 
2. Click Address Block on the task pane. The Insert Address Block 

dialog box opens (see Figure 4.16). 

 

 
 

Figure 4.16 Insert Address Block 

 

3. Click check boxes or radio buttons next to the elements you want 
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to include and the formats you want, if they are not already 
selected (see Figure 4.16). 

 
4. Click OK. 

Preview the envelope 

1. Click Next: Preview your envelopes at the bottom of the task 
pane. The first record in the database shows in your main 
document. 

 
Note: Word may have been unable to find some of the information it 
needs for the address block because the field name in the database file 
4Family address book does not match the field name Word uses. You can 
start over. 
 

2. Select just the text within the frame (not the whole frame) and 
click the Delete key to delete all the text. 

 

3. Click Previous: Arrange your envelope at the bottom of the task 
pane to open the previous task pane. 

 
4. Click Address Block on the task pane. 

 
5. Click the Match Fields button.  The Match Fields dialog box 

appears (see Figure 4.17).  
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Figure 4.17  Match Fields dialog box 

 

6. Click the arrow on the list box to the right of Address 1 that says 
(not available) and select the field name Street that corresponds 
to the field required for the mail merge. 

 

7. Click OK on the Match Fields dialog box. 

 
8. Click OK on the Insert Address Block dialog box to close it.  

 

9. Click Next: Preview your envelopes at the bottom of the task 
pane. The first record in the database shows in your main 
document. 
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Edit recipient list 

With this option you can preview your results and correct errors, then 
print your merge from the corrected document. If you send the 
envelopes directly to the printer, you may save a little time, but if there 
are any mistakes, you’ll waste time and envelopes. 
 
 Click Edit recipient list under Make changes. The Mail Merge 

Recipients dialog box opens. You will not make changes so click 
OK. 

 

Complete the merge 

1. Click Next: Complete the merge at the bottom of the task pane. 
Another pane opens. 
 

2. Click Edit individual envelopes. A merge dialog box appears. 

 

3. Click the radio button next to All if it is not selected and click OK 
(see Figure 4.18). 

 
 

Figure 4.18  Merge dialog box 

 

Close the envelope merge 
You could save your envelopes for future use by saving them with a 
name as you would any Word document. However, in this course, you 
will not save your envelopes. 
 
 Click the Office button and click Close or click the X on the title 

bar and do not save changes to your document. 
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Homework 

I want to print mailing label to people on my 
address list.  The 5160  are 30 labels per page, 3 
columns 10 rows. 
 
I bought these label from the store: 

 Avery® Easy Peel® White Address Labels 
for Laser Printers 5160, 1" x 2-5/8". 

 Use the Family Address Book.xls file to 
print labels. 

 Use merge document 5160 Label.doc from Template folder on 
Student CD. 

 Use standard <Address Block>. 
 

Print result should look something like this: 
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Adhoc Return Address Label 

Word 2007 lets you create an adhoc return address for your envelopes 
or label without having to go through the entire mail merge process.  In 
this lesson we are going to create a simple return address label  on the 
standard Avery 5160 sheet that we used above. 
 

1. Click on Labels tools in the Create group under the Mailing tab. 
 

 
 
 

 
 

2. Click the Options button to choose the label type. 
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3. Select the 30 Per Page (1” X 2.63”) 

4. Enter name and address in the address box. 

5. Click on New Document to preview you label before printing. 
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Notes 


