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If you want to automate making mailing labels, or name tag labels, you need a database 
of names.  There are many database programs, but for simplicity, I recommend using a 
Spreadsheet program.  MS Office gives you “Excel”, OpenOffice gives you “Calc”, Corel 
WordPerfect Office gives you “Quatro Pro”, and MS Works give you “Works 
Spreadsheet”. 
 
Since for a name data base, all of the above spreadsheet programs would work the 
same, I will use examples from Excel. 
 
When you open a spread sheet program you see an array of blocks arranged in 
columns (identified with letters) and rows (identified with numbers.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In figure one, data is ready to be typed into “cell A1”, column A, row 1. 
 
You want your name data for each person in a single row.  The title of each piece of 
information is typed in at the top of each column.  Example:  Type “Last Name” into A1. 

 
This column (A) will contain all of the last names 
for your list of people. 
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Then in cell B1 type in “First Name”, in C1 type in “Street”, in D1 type in “City”, etc. 
 
 
 
 
 
 
 
 
 
 
Do not worry if the cell is not wide enough for the column title, we will fix that problem 
later. 

It is a good idea to keep as much data separate as possible to allow 
sorting later.  Example, make a separate row for John Smith and for Linda 
Smith.  Don’t make the first name “John and Linda”.   You might even 
make a separate column for the phone area code separate from the 
phone number.  (In case you ever want to sort on area codes.) 

 
Also don’t worry about the order of the titles as you will have a chance to reorder the 
data when you make the labels or name tags. 
 
Now enter the data into then next rows.  The order that you enter your names is not 
important, as we will sort them later. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Again, do not worry if the information is longer that the cell will show.   We will fix that 
next. 
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Once you have your list complete, now we will adjust the columns so that all the 
information we typed is visible. 

Put your mouse on the letter A at the top of column A and “drag” the mouse over to the 
letter at the top of the last column.  (“drag” means hold the left mouse button down while 
you move the mouse.)  You data should look like figure 5. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now go to the menu item labeled “format” and choose “column” then “AutoFit selection” 
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This will automatically adjust all of the selected columns to fit the widest data in that 
column. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now you have nice list of names, with information, but it is not in the order that you 
would like.    
 
The next step is to SORT the data. 

On very important part of sorting data in a Spreadsheet program is to highlight ALL OF 
THE DATA you want to sort.  In this example, put your mouse in cell A2, press the left 
mouse button and drag the mouse to cell G8 (Alternate method:  Click in Cell A2 and 
then scroll to see the last cell, hold the “SHIFT” key down and click in the last cell “G8”).  
The second method works best for large data bases where you might have to drag for a 
long way. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you don’t high-light some of your data, that portion of the data will not get included in 
the SORT and your data will be scrambled.     
Question: Why did I not include the first row?  Answer: I did not want the titles 
sorted in with the data. 
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Now with all of the cell form A2 through G8 selected, we are ready to SORT. 
 
Go to the menu DATA and choose “Sort”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will then get the following dialog 
box 
 
You have up to three factors to use in 
sorting your data.  Figure 10 shows 
that we selected “Last Name” as the 
primary sort, “First Name” as the 
secondary sort.  (People with the same 
last name will be sorted together by 
first names.)  
 
See hint at the end of the lesson for 
solution to more than one family with 
the same last name, but yet you want 
the spouse, and kids, grouped 
together. 
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The result of the SORT looks like: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You now have completed your names data base.  Save it in a location you remember 
and give it a name you will remember. 

You can add names any time at the bottom of the list and just repeat the SORT steps. 

The final data base looks like: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Comments:  The number above column A (L12 in the figure above) happened to be the 
cell I clicked on to start the picture capture. 

If you have a data base with more than one family with the same last name, and you 
want your sort by last name, but with family members kept together, add another 
column to your data base.  Example:  In column H, marked “family”, put a single letter, 
or number, for all the members of that family:  i.e. Use a #1 for all of Bob Jones’ family 
members and a #2 for all of William Jones’ family members.   Then change the second 
sort criteria to “family” and make the third sort criteria “First Name”.  Now each family 
will be grouped and sorted by first name. 


