
Making Labels (Name tags) with Mail Merge in MS Word 
R Gohman 

Page 1 of 10 Note: These instruction were 
 written for Word 2000, XP & 2003 versions 

·  Go to the “Tools” in the menu and 
choose “Letters and Mailing”. 
First  “Mail Merge Wizard”  
(See Figure 1) 
 
 
 

 
 

 
 
 

·  In this 
lesson 
we will be 
doing 
labels, so we will check the “labels” in the document 
type section. 

·  Then select the “starting document” in the steps at 
the bottom of the wizard. (See Figure 2) 

 
·  The next 

window with 
give you a 
link to 
choosing 
the type of 
label you 
want to use. 
 
 
 

Choose then “Label Options” (See 
Figure 3) 
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·  Note the next step will 

present you with a list of 
common brand label 
identification numbers 
(card stock for business 
card and name tags are 
included in labels). 
In the center of the 
dialog box you choose 
the brand you 
purchased and in the 
lower list you select the 
stock number you 
selected.  Note the 
printer is set to manual 
feed.  You will have to 
change this to your 

printer’s tray if you use lighter stock common with “sticky” labels.  Card stock 
normally has to be manually fed one at a time in most printers. 
For this lesson, I am choosing Avery Business Card stock 8371. 

·  When you do this the page will be automatically set up in “Table Format” with 
margins and layout for the stock you 
selected. 

·  Next go again to the bottom of the 
Wizard section and you will have a 
new step 2 “select the recipients” 
option.  When you click on this option 
you will now get option to use and 
existing data list, use the contacts 
from outlook or start typing a list.   
I recommend that you use an existing 
data list that you have prepared in a 
spreadsheet program, such as Excel 
or OpenOffice Calc.  (See the 
separate lesson on mail merge data 
list).   
Note the “browse” button.  That will 
give you a dialog box where you can browse your computer files to find the data 
list you want to use. 
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·  For this lesson I will be using a simple data base which I created in Excel and 
named “mailmerge data”.   It looks as follows: 

 
Last 
Name 

First 
Name Street City State Zip 

Brown Susan 888 N Lanny Ln Rim Rock AZ 86328 
Green Richard 44 Oak Clarkdale AZ 86324 
Jones Bill 123 Main Cottonwood AZ 86326 
Jones John 123 Main Cottonwood AZ 86326 
Smith John 225 Center Sedona AZ 86351 
Williams Mary 1555 First St. Apt 4 Camp Verde AZ 86327 
Willson Tom 55 Pine Ave Jerome AZ 86322 

Mailmerge data.xls 
 
Note that the first row is the title of each column.  We will use these titles in the mail 
merge to get our name tags.  Also note that the names are in mixed case.  If you want 
the names tags to be all in caps, you must construct your data that way. 
 

·  The next step in your 
Mail Merge to Name 
tags is selecting the 
data base from the 
computer.  I located my 
file and selected and 
got the window shown 
at the left. 
Note the columns are 
not in the same order, 
but the titles are 
correct.   

·  Note also that I can 
check which records I 
want to use. 

 
 
 
 
 
 

·  The next step is to put your cursor in the 
first name tag block.  Then go to step 3 
at the bottom of the wizard (arrange your 
labels) 
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·  The names tags should all have “next 
record” showing in all but the first 
block. 

·  Next the wizard will give you more 
choices. 
Address block 
Greeting line 
Electronic Postage 
Postal Bar Code & 
More Items. 
 
With your cursor still in the first 
name tag slot, mouse click on the 
“More Items” choice. 
 
 
 
 
 

 
 

 
Now you have the option to insert and 
arrange your data input.  In the example, 
we will choose to insert the First Name 
first.  You click on the line “First Name” 
and then click on the “Insert” button on 
the bottom.  (You will now have the 
words “First Name” in block one) 
 
Next close the Insert Merge Field window 
and put a space after the words “First 
Name” (You have to close the Field 
windows before you do any editing to the 
label or you will just get another insert.) 
 
Then open the Insert Merge Field 
window again (remember the More Items 
choice on the wizard) and Insert the Last 
Name.  Again close the Field window. 
 
If you were making address labels, you 
would continue to insert data with line breaks as required.  Remember you are still 
working only in the first block on your label sheet. 
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You document should now 
look like figure 10. 
 
Reminder this is the first 
block 
 
 
Now you are ready to fill in 
the rest of the name tags or 
labels. 
 
For this, go back to the 
wizard (See figure 8) and 
click on the “update all 
labels”  button. 
 
 

 
This will make the document look more like figure 11. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note now the rest of the blocks have the same information you put in block 1 plus 
they also have the words <<Next Record>>.
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Now click on the next step item “preview your labels”.  This will fill in the actual 
names from the data file. 
 
In most cases you may not like the layout or size of type.  Click the “back” option in 
the step-by-step section and format the page where it shows <<first Name>> <<Last 
Name>> & the <<next record>> text. 
 
I selected all of text (use the menu EDIT and “select all”) then I chose to increase the 
font to size 20 and center the text.  See figure 12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now I went 
back to the 
wizard chose 
to “Preview 
Labels” 
which put in 
the actual 
names again.  
I liked what I 
saw: 
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Then you click on the next step to 
“complete the merge” and a window will 
ask you if you want all the names, the 
current name showing or a select number of 
names.  Most likely you want all the names. 
 
 
 
 
 
Next you have the choice to “Print” or to 
“Edit Individual labels”  I like the 2nd {Edit Individual labels} choice as it gives me a 
finished document (like figure 15) that I can save and print the pages at my leisure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
One final note:  If your name tags (label) appear to take more than one sheet of 
paper, you will not be able to print a single selected sheet (printer option) as the 
separate sheets are not “pages”, but rather “sections” as defined by Word. 

To make them separate “pages”, you have to change the “section breaks” to “page 
breaks”. {That is a subject for a separate tutorial} 
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Now, consider the option to add graphics to your name tags (or labels). 
 

In this example, I will be using the logo for the Verde Valley 
Computer club shown here: 
 
Note that this logo is far too large for a typical name tag or 
label.  Yes you can resize it after you insert it in the mail 
merge document, but you will find it a lot easier if you use a 
graphics editor program to resize the logo to the final size 
you plan to use.    
 
I used the Irfanview program (free from 

www.irfanview.com) to make the logo .75 (3/4 inch) inches wide and 
high for my labels as shown on the right. 
 
Now go back to the name tag mail merge steps shown in Figure 11. 
 
Place your cursor in first block after the “<<last name>>” and then going to the Menu 

item “insert” choose first “picture”, then 
“from file” and locate your graphics file 
and use the “insert”  button on the 
dialog box. 

 
 
  
 
 
 
 
 
 
Now the logo graphics (which will appear right next to the <<last name>> has to be 
move to a new location to make room for the names or other text that you will have 
on the label. 
 
In Word, this is done by “formatting” the picture to allow text to wrap around the 
picture.  (Even if the text does not actually wrap around the picture, this step is 
required if you want to be able to drag the picture to a desired location in your 
document.) 
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To format the logo for “wrap”, 
right mouse click on the graphic 
picture (small circular handles 
will appear around the picture 
when you have it selected – see 
figure 17) and from the menu 
that appears, choose “format 
picture”. 
 
 
 
 
In the “format picture” dialog box choose 
the tab for “layout” then  choose either 
“square” or “tight” wrapping style and 
leave the Horizontal alignment at “other”. 
 
Click on the “OK” button at the bottom to 
complete the format. 
 
 
Now when you click on your logo 
graphics, and the circular handles 
appear, you will also have a 4-headed 
arrow that allows you to “drag” (hold the 
mouse button down to move the picture) 
that suits your label.   In the next figure, I 
have moved the label to the lower right 
corner to be sure I have room for the names. 

 
Now, remember the button in the 
Mail Merge wizard that was 
labeled “Update all labels” (see 
Figure 8)?  When you again select 
that button, all of your labels will 
include the logo in the same 
location that you selected in block 
one. 
 
If however, after previewing your 
name tags (labels) the logo 
interferes with the name, come 

back to this step and relocate the logo in block 1, then again “Update all labels” and 
check the preview.  When you have it where you like it, you are done. 
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Your final document should look like: 
 

Note that the graphics will also be 
included in the blank labels.  It is not 
part the database of names that was 
merged, but rather is part of the label 
format. 


