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Instructions for creating Labels and mailing labels
on Word 2013 quickly

If you want to automatically create mailing labels from a pre-existing list, the Mail Merge feature in Word 2013
can save you time. This method is especially useful when you need to send mass mailings or print |abels.

Mail Merge helps you create mailing labels quickly by importing data from Excel into Word. Learn the detailed
stepsto set up and print labels correctly in Word 2013.

Benefits of Creating Mailing Labels Using Mail Merge

- Save time when sending mass mail.
- Ensure accuracy when importing data from Excel.
- Easily edit and format labels as desired.

Stepsto create Label in Word 2013

Step 1: Create an Excel datafile containing the information to be entered into the mailing label, for example as
shown below.
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Step 2: Open anew Word file, select Mailings> Start Mail Merge > Labels ...
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Step 3: The Label Option dialog box appears . Depending on your work purpose, you can select the table
according to the available itemsin L abel vendorsand Product number , then click OK .
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Step 4: Highlight the entire table by pressing Ctrl + A and select the Home tab > Borders > All Bordersto
create aframe for the mailing label as shown below.
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Step 5: Next, select Mailings > Select Recipients> User an Existing List ...
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In the dialog box, point to the newly created Excel datafile and click Open .
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The Select Table dialog box appears, click OK to confirm.
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Step 6: Click on the first white box, select Mailings > Insert Merger Filed > Full_name > Enter to go to the next

line and continue to select the Gender and Addressfields.
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Step 7: From Mailings, select Update L abels to update information on the remaining labels.

EHE % O:- Document? - Word TABLE TO0LS
I o omes oo pactLavour  mseReNcs REVIEW VW DESKN  LavoUT
e 'y — — . [ty % % . (=
= & Y = ) | ) & I[TF«IH v |_111 M =
= =1 S T L L 4 R Mt Fields 15 Find Recipsent i
Ervelopes Labeli Sl Select Edit Highlight  Address Greeting Insert Merg » Fintsh &
Meige= Reoplents - Becipienilin  Menge Fadds Block  Line  Flekd - Resus [ Check for Erors Merge -
Create Slart Mgal Mavge W I Insert Fuehds Preview Result Finh
*
ulNext Recordw uNext Recoods
wHp_va_ténw wHo_va_ténoe wHp_v_téme
widn_tirhs ati_tirhe G _tinhs
aBia_chisf alia_chis Bha_chis
et Records alNext Records aext Recoeds
abHp_vi_téne ablp_vi_tine abe_va_tin=
wiibi_tsnh alidh_tinhs e _vinfse
«Bia_chix afha_chi= alla_chis
uNext Records uNext Recordw aNext Recoods
wHp_vi_ténw wHo_va_tén wHo_va_téme
wiGan_tirhn wiGicr_tisie | wGei_tinhg a
onss ~s Taldmalenphi
VI
EE 5 O- Document? - Weed TABLE TOOUS
I o meesr oesen  eactLavour  eereRences REVEW  VIEW  DESKN  LAYOUT
A G ™ = — = B " 1% fubes - H 41 FH
=9 =) r o >
EH I L - 1 = ) T Match Fields [ Find Recipient i
Erwelopes Labels  Stathad  Select Edit Highlght  Address Geeeting Isert Merge Freae Fanish &
Meiges Recpients® Recipatst Lt Merge s Siock  Line  Feldw 10 Updote Lobels | gaguies] [ Checifor Erses Mg
Create Sart Myl Marge Write & Intert Falde Praview Rejults PFanigh
+
Fguytn Via Nam Trin Vin Hing Tranih Thu Phuemg
Mam Mam Wi
Pt Th Ha ¥am HaN@
Brink Ngoc Covmag Holng Vin Déng
Hung Yén Hi N

4

mienphi

Vi




Step 9: Now you highlight everything by pressing Ctrl + A and then select Home > Borders> No Bordersto

remove the frame for the label.
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With the instructions on how to create Labelsin Word 2013 that Free Download introduced above, hopefully
you can easily apply it to your work. Depending on your needs, you can customize the font, font size or color to

make the mail label ook more professional and suitable.

In addition, if you are interested in creating labels for learning, you can refer to the instructions on how to make
labelsfor studentsand teacherson Word . Thelist of beautiful and cute label templates will also help you

have more suitable options for the new school year.

Y ou finished reading the article "I nstructions for creating L abels and mailing labels on Word 2013 quickly”
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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