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Make mailing labels from excel spreadsheet

For Darrin Koltow Very few Excel users are aware of all the powerful features of the program, many of which can help people achieve their personal and professional goals. Among the many productivity-enhanced spreadsheet projects are the creation of a mailing list, which reveals the use of Excel as a Word resource, and the
development of a work application, which highlights the program's data validation features. Discover other features using Excel for your budget and to track informative articles. Consider this scenario: You've written a form letter that you want to customize before sending to potential employers or customers. It is necessary to customize the
greeting and closing of the letter. Excel helps with this task by providing separate columns for the first and last names and addresses of the recipients. Firstly, create the First Name, Last Name, and Address titles in separate and adjacent Excel columns. Then enter the data for each title. Once you have inserted the field names into a
Word document, you can link the data of excel recipients using the Mail Merge command in Word. To create a job application or questionnaire, enter the field requests and labels in a spreadsheet column, and direct the applicants to enter their answers in an adjacent column. Use the Excel data validation command in the input cells to
ensure the correct response type for each field. For example, to make sure that the Phone Number field in a work application has only integers, click the Whole Number item in the Allow Control dialog box in the Data Validation dialog box. Use the form controls on the Excel Developer tab to enable easy entry for specific input types. For
yes or no questions, for example, insert a check box control into the form. To help you track monthly expenses, list the name and category of each spend in a column in your spreadsheet and the dollar amount of your spend in an adjacent column. For example, enter Car insurance, edibles, and other expenses in a column labeled
Expense Category. To the right of this column, enter the amount spent last month in the corresponding category. When the month is over, use the Insert Button on the Circular button on the tab to create a pie chart that shows the largest expenses. Use Excel to help you remember interesting articles from the web and other media. Use a
spreadsheet column to list article titles and another to list URLs or magazine names for these titles. Other columns may include subject names, such as Leisure or Career. Create a Labels column to contain key, which make finding items easy. For example, add food and diet labels to an article about the nutritional value of garlic. You may
forget the article a few weeks after reading it, but by using the Filter command in Excel to show only those articles with the food label, you will see the reference in the garlic article. The information in this article applies to Excel 2010. It may vary slightly or significantly with other versions or products. By Erica Sweeney using Microsoft Excel
to keep track of it's a great way to stay organized. You can do worksheets in Excel to keep track of invoices you've sent and when you're paid for them or, on the other hand, when you get invoices and pay them. Regardless of the reasons for needing an invoice worksheet, setting one in Excel is quick and easy. Simply create and format a
few columns and enter your data. And, of course, don't forget to save the file. The same process can be used to configure an invoice worksheet in Excel 2003 or Excel 2007. Open Microsoft Excel. A blank spreadsheet will open and you will notice that the default rows and columns are already configured. Enter a title at the top of the
spreadsheet. Start typing the title in cell A1. Having a clear, specific title for your spreadsheet will help you remember which invoices are in a specific worksheet. You may need separate spreadsheets for received invoices and invoices sent. Bold the title by clicking on the cell and using the bold tool on the top toolbar. Configure the column
headings a few lines down from the title. Start entering column headings in column A. Some useful column headings include billing date, invoice number, invoice number, invoice amount, payment date, payment date, and others based on the exact purpose of the invoice spreadsheet. Bold and center column headings. Click the number to
the left of the row where the column headings are entered; the entire row will be selected. Use the tools on the top toolbar for bold and center the column headings. Enter the data in your spreadsheet. Be sure to connect everything to the appropriate column. If you are missing a piece of information, simply leave the cell blank. Format cells
that contain numbers so that all numbers in the column look the same. To format cells, highlight all cells which have the same types of numbers, such as quantities. Then right-click the highlighted cells, and select Format Cells. In the box that opens, click the Number tab. Then choose how many decimal places you want to include, and
then click OK. You can also format dates, zip codes, phone numbers, and other data. Select these options in the Category box if you don't see something displayed in it, it's most likely listed in Special. Add totals to your spreadsheet. To do this, click the cell where you want the total to be located. Click the sigma symbol (looks like a kind of
uppercase E) on the top toolbar. Click the first cell to be included in the total, and then drag down until the last cell that is included is selected. The cells will be displayed in a moving. Press the Enter key and the total will be inserted. For Anthony Smith Excel is microsoft's very popular and widely used spreadsheet application. The program
is effective for entering, tracking, and manipulating data. With so many and individuals who use and exchange Excel files, you can decide that it is important to get at least an elementary understanding of how to use the program. Creating a basic six-column spreadsheet is a start. Start Excel and click the File menu (Excel 2007 users click
the Office button.) From the drop-down menu that appears, select New. Click Blank. Use your mouse to place the cursor in the cell in the first column and row, designated as A1. Note the A in the column header above the cell and the 1 in the row marker to the left of the cell. Type the header of the first column of the spreadsheet and
press Enter on keyboard. For example, if your spreadsheet contains customer information, you can type Customer Name as the first column header. Place the cursor at the top of the second column (B1) and type the heading for this column. Continue this process for the remaining four column headers in cells B3 to B6. In our example,
you may use titles like Address, Phone Number, and Email. Place the cursor in the cell directly under the title of the first column (A2). Type the first data corresponding to the column header above it, and then press Enter. In our example, you can write Smith, John. Place the cursor in the cell below the second column header (B2). Type
the data that corresponds to both this column header and the entry you made to cell A2. Continue this process for cells B2 to B6. Add the rest of the data to the worksheet by placing the cursor in the first column, just below the previously filled cell and entering the data in the row. Click the File menu (Excel 2007 users click the Office
button) and select Save As. Type a descriptive name for the workbook file and select a folder to save the file to. Click OK to complete the job. You may use Microsoft Excel to organize a mailing list carefully. However, when preparing to print mailing labels, you need to use mail merge to create them in Word from your list in Excel. That's
how. Step 1: Prepare your mailing list If you have already created a mailing list in Excel, you can skip this test safely. If you haven't created the list yet, despite Excel's lack of mailing label feature, we still recommend you to use Excel because it's better to organize and hold data than to use a table in Word. The first thing you need to do is
to create a respected column header with the data in each column. Place these headers in the first row of each column. The headers you include depend on the information you want to use in the Titles are always nice, but it's important that you know what title a person goes through before creating the tags. Also, if your list is for
businesses and not individuals, you can skip the First and Last Name header and simply go with Company Name company To correctly illustrate the steps, we will go with a personal mailing list in this example. Our list will include the following headers: Last Name City Status Street Address Postcode This is the standard information you
will find in the mailing labels. You can even insert pictures into mailing labels if you want, but this step would come later in Word. RELATED: How to create and print labels in Word Once you're done creating the headers, go ahead and enter the data. Once you're done, the list should look like this – go ahead and save the list and go to
Microsoft Word. Step Two: Configure labels in Word Open a blank Word document. Then go to the Submissions tab and select Start Mail Merge. From the drop-down menu that appears, select Labels. The Label Options window will appear. Here you can select your tag brand and product number. After you're done, click OK. The outlines
of the label will now appear in Word. Note: If the outlines of the label aren't showing, go to Design &gt; Borders and select View Gridlines. Step Three: Connect the worksheet to word labels before you can transfer excel data to Word tags, you need to connect both. Back on the Sends tab of Word document, select the Select Recipients
option. A drop-down menu will appear. Select Use existing list. Windows File Explorer will appear. Use it to locate and select the mailing list file. With the file selected, click Open. The Select Table window will appear. If you have multiple sheets in the workbook, they will appear here. Select the one that contains the list. Be sure to enable
the The first row of data contains column headings if it is not already, and then click OK. Labels are now connected to your spreadsheet. Step 4: Add mail merge fields to labels Now is the time to add mail merge fields to Word labels. Select the first label, switch to the Submissions tab, and then click Address Block. In the Insert Address
Block window that appears, click the Match fields button. The Match fields window will appear. In the Required for Address Block group, make sure each setting matches the column in the workbook. For example, Name must match Name, and so on. Once you have confirmed that everything is well placed, click OK. Back in the Insert
Address Block window, check out the preview to make sure everything looks good, and then click OK. &lt;AddressBlock&gt;&gt; will now appear in the first label. Go back to the Submissions tab, and then click click Update labels. Once selected, &lt;AddressBlock&gt;&gt; appear on each label. Now, you are ready to perform the mail
merge. Step 5: Performing the mail merge now to see how magic happens. On the Submissions tab, click Finish and Merge. From the drop-down menu that appears, select Edit individual documents. The Merge window will appear with a new document. Select All, and then click OK. Your Excel list now&lt;/AddressBlock&gt;
&lt;/AddressBlock&gt; &lt;/AddressBlock&gt; combined with Word tags. All that remains to be done now is print your labels and send your mail! Mail!
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