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How to merge multiple messages on 1 page from an
Excel tablein Word 2016

The following article shows you how to merge multiple messages on a single page from an Excel table in Word

2016 to help you create invitations, certificates ... quickly and accurately.

The following article will guide you in detail how to merge multiple messages on one page from Excel

worksheet in Word 2016 to help you create invitations, certificates . quickly and accurately.

To be ableto merge mail from an Excel table, you need to prepare 2 datafiles:
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Note that the data file from Excel containing the list of header rows must be the first row on the top, so you do

not insert any of the above content:
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The Word file contains the content of the form you need to merge:
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For example, to create a health examination, follow these steps:



Step 1: Copy the content of the message (do not copy the frame and the border) by selecting content -> right-
click and choose Copy:
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Step 2: Goto Maillingstab -> Start Mail Merger -> labels:

H - g Mau_word.docx - Word Sign in 53 — O

File Home Insert Design Layout References Review View @ Tellme ,q_.Share

-| Address Block %
reeting Line ; G
) 15 Preview | Finish &

- -mail Messages sert Merge Field Results ~ | Merge

= ¢ Insert Fields Finish -
L = | (AN TR TR T CON RS P &S A LA RS e -

0
o | D Directory
- MNormal Word Document
= [5] Step-by-Step Mail Merge Wizard... N -
- rrco i s'C KHOE
i
= Ho va tén:
) Cép béc:
‘z Chirc vu:
@ Bon vi:
» Nhom mau:
~
=
2
5 ThuThuatPhanMem_.vn
Page1of1 15words  English (United States) Ed B - — + 70

Step 3: The Label Option dialog box appears, click New Label .
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Step 4: Inthe Label Detail dialog box make the following options:
- Page Size: Select avertical A4 paper size (depending on how you create the |etter to select a paper size)

- Number across. Select the number of columns of labels on a page to select value 2 (the number of mailing
labels on a page horizontally consists of 2 columns)

- Number down: Number of labels selected value 4 (number of letter labels on a page arranged vertically 4
letters)

Note: Number across = 2, number down =4 => On a page there are 8 |etters divided into 2 columns on 1 page.
- Top margin: Choose the upper margin for the label, here choose 5mm

- Sidemargin: Select the left margin for the label here choose 5mm

- Label height: Select the height for labels, you need to calculate the height as follows:

+ A4 paper size 29.7cm high, in the upper section choose Number down = 4 ie 1 page contains 4 letters or 4
labels => the height of each label = (paper height - upper margin - lower margin): 4 = (29.7-0.5-0.5) = 6.4cm

- Label width: The width of the label, above select a page with 2 columns (number down = 2) => Label width is
calculated = (paper width - left and right margins): 2 = (29.7- 0.5-0.5): 2 =9.5cm

- Vertical pitch: The distance between the labels vertically = the height of the label + the top margin + the
bottom margin=6.4 + 0.5+ 0.5=7.4cm

- Horizontal pitch: The distance between the labels horizontally = the width of the label + left margin + right
margin = 9.5+ 0.5+ 0.5=10.5cm

Note that the above values ??are cal culated depending on how you selected the number of labels per page.
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Step 5: Click OK -> select the label name just created -> click OK:
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Step 6: After selecting OK the dialog box to use the label -> system to delete data on the page -> click OK:

Mail Merge X

In order to apply the selected label options, Word must delete the current contents of Mﬁu,word‘doo(‘ Any unsaved changes to this

! document will be lost,
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Step 7: Theresult has created a label with 8 frames on 1 page divided into 2 columns:
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Click and drag to apply formatting to table borders,
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Step 8: Click on thefirst label to paste the content copied from step 1 -> get the results:
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Step 9: Create borders for labels:
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Step 10: Change the background color and border for the label:

- Right-click and choose For mat shape:
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- Select nofill color
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- Adjust the border color, style and width of the border:
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Step 11: After creating the border of the label, click the Update label icon to create the remaining labels:
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Frame result for labels:
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Step 12: Perform additional fields from the Excel file:

- Goto Mailling tab -> Select Recipients:
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- Find the path to the Excel file containing the list:
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- Select Sheets containing content to create labels -> click OK:
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- Click the mouse at the first label position to select the data field by clicking Insert label field -> selecting the
corresponding field:
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- After selecting the data fields for the first label -> click update label -> all |abels are created:
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- Click Prewiew Result to preview the newly created content:
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Step 13: Press Ctrl + Sto save the content of the newly created message:
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Organize v Mew folder ER {2 0
3 3D Objects o Mame E Date modified Type
I Desktop ) Mau_word.docx 11/28/2017 318 AM  Microsoft W
% Documents
; Downloads
J‘! Music
[&] Pictures
B videos
i Local Disk ()
- Data (D)
< >
File name: -
Save as type: | Word Document (*.docx) ~
Authors:  Nga Tags: Ad g
[] Save Thumbnail
» Hide Folders Tools  ~ Cancel
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Step 14: After clicking Save you have created the message from the Excel file:



PHIEU KHAM SFC KHOE.doeit - W... . Signin gl — O

Hom Inser1| Daig| Laym| Refer Maili|| Revie| View | Format | Design | Layout | Q@ Tell me ,q_ Share

o e Z ==
. E ==| p/[[»
E -~ abe X. X B Fy =
Pavste < B q St}:les 'vmg
Clipboard Font Paragraph Styles M
L PEE L2 |-4-|-5-|-6-|-?-|-&-|-9-&-10-&&1%-12%-13-|-14-|-15-|-16-|-1?-|-18-|-19-|@I- -
] s
2 = - - ¥ " . N
3 PHIEU KHAM SUC KHOE PHIEU KHAM SU'C KHOE
= Ho vatén: Nguyén Minh Lim Ho vatén: Bdi Thi Nhan
= Cap bac: Daily Cap bdc: Trung ay
] Chirc vu: NVBQ hirc vu:  Chién si
i Don vi: PKQ1 bon vi: Ban Quan s
- Nhom mau A Nhom mau AB
;
5
® | PHIEU KHAM SU’C KHOE PHIEU KHAM SU'C KHOE
@ Ho vatén: Nguyén Ngoc Nghia Ho va tén: Vi Minh Tuin
i Cap bdc: Hasi Cap bdc: Trung si
| Chirc vu:  Trudng ban Chirc vu: NVBQ
- Bon vi: Ban Gid Chién Pon vi: PKQ2
- Nhém mau O Nhém mau A
el
‘ ThuThuatPanMenvn
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The above is a detailed guide on how to merge multiple messages on 1 page from an Excel table in Word 2016. |
wish you success!

Y ou finished reading the article "How to mer ge multiple messages on 1 page from an Excel tablein Word
2016" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.
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