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MS Publisher 2007: Mail Merge 
Lesson Notes 

Author: Pamela Schmidt 

Mailing List 
The mailing list for use with the mail 
merge feature can be from several 
sources. 

Create Address List 
If you do not have an existing list, create 
one from the Tools menu, choose 
Mailings and Catalogs, Create Address 
Listé 

 

Type your information into the dialog box 
that opens. 

 

 

 

 

 

 

 

 

Choose the Customize columns button to add, 
change, or remove fields. 

 



 

MS Publisher 2007 (Mail Merge) 

2 

Merging Wizard 
Create the publication, then from the Tools 
menu choose Mailing and Catalogs, Mail 
Merge. 

 

 

 

 

 

 

 

Step 1 ï select the data source. 

Once chosen, the data source will open in a dialog 
box. 
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Step 2 ï insert the fields into the publication 

 

 

 

Drag the fields onto your document or choose one of the presets. 

 

 

The Address block will bring up a dialog box allowing you to 
choose the way you want the address to display. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3 ï create the merged publication 

Merging to a new publication will allow the final documents to 
be reviewed before printing. 
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Selecting Recipients 
The Mail Merge Recipients dialog box will allow the list to be refined. 

 

 

Excluding Recipients 

Uncheck the box next to the 
name 

 

 

 

 

 

 

 

Sorting 

The sort link will bring up the 
Filter and Sort dialog box.  
Choose the fields to be sorted. 

 

 

 

 

 

Filtering 

The Filtering dialog box can be used to 
specify records to be merged based on a 
criteria. 

 

 

 

 

 

 

 

 

 

 



 

MS Publisher 2007 (Mail Merge) 

5 

Labels 
To create labels, choose a label template. 

Change Label Size 

Once the label is created, the size can be changed by using the Change Page Size button 
under Label Options 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter Information 

Enter the information into the one label displaying.  
When printed, the information will be on all the labels. 

 

Mail merge can be used to create labels with unique 
information. 


