
Mail Merge from Excel to Word
MICROSOFT WORD/EXCEL 2016

BEYOND BASICS



Introduction

• Use mail merge, if you want to create multiple letters, labels, 
envelopes, name-tags, and more.

• You find the tab called “Mailings” in Word 2016.
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To start Mail Merge

• Open an existing Word document called “letter_invitation”

• From the Mailings tab, click Start Mail Merge and then choose Step-
by-step Mail Merge Wizard.
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1. Select document type

Choose Letters
Click Next at the bottom

4



2. Select starting document

Choose: Use current document
Click: Next to select recipients
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3. Select recipients

Choose: Use an existing list
Click Browse to find Excel document 
called “Mail Merge”
Click OK to confirm data source
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Select recipients

Choose “NameAdd$” and click OK

A window “Mail Merge Recipients” pops
up and there you can add or remove
recipients from the merge.  When you are
done, click OK
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Next: Write your letter
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4. Write your letter

We have already written one, let’s 
choose “Address block” to add the 
address and also the “Greeting 
line”.

Place your cursor on the document 
where you wish to place the 
<address block> holder then click 
“Address block…”
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Write your letter
Specify your elements and 
use the arrow to preview 
each address format

Click OK when done and then 
do the same for Greeting line 10



5. Preview your letter
and finish your merge

Use arrow to preview
each letter

Complete the merge
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6. Print your letter
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Create labels

• We do the same for labels.  Open a new word document.

• You find the tab called “Mailings” in Word 2016.

• Click Step-by-Step Mail Merge Wizard and choose Labels.

Find the format you want 
and Click OK when done
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Note: If you click “Labels”, a window 
“Label Options” pops up



To send e-mail to multiple recipients
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Import/Export a CSV (Comma-Separated Values) file and merge it 
to an outlook e-mail contacts.

CSV file stores tabular data/records: Text such as names and email 
addresses, numbers like phone numbers or zip-codes in an Excel 
Spreadsheet.

You can import “your_export_records.csv” file to your Gmail, 
Yahoo, or any type of webmail provider.  You can also export 
contacts from another e-mail account and import it to another e-
mail account.

Ex: Google Contacts



Ex: Outlook Contacts (if you have Office 365)
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Step 1

Step 2
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Step 3
Step 4

Step 5 Step 6By default, “Inbox” is highlighted, so 
choose Contacts to merge your new 
contacts.

Browse and import your CSV file.

Click Map Custom Fields

Don’t click this 
button yet at 

this point
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Step 8Step 7

When you are done mapping, click 
Finish.  Then go back to your outlook 
account and go to contacts list.  There 
you will find new contacts merged in.

Click OK 
when done
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If you see the following error, when you try to import a comma-separated values (.csv) 
file into Microsoft Email Outlook 2016,

Do the following:  Open the .csv file in Microsoft Excel and save the file as a new .csv file, 
and then use Outlook to import the new file.  In Microsoft Excel, save the new file as 
CSV (comma delimited).


