
Mail merge using an Excel spreadsheet 

Applies To: Word 2016 , Word 2013  

When you run a mail merge, Word pulls names, addresses, and other information directly from 

your Excel spreadsheet into the email messages, labels, envelopes, or documents you’re creating. 

The merge runs more smoothly if all the information you want to include is ready—so, the first 

step is to prepare the spreadsheet:  

1. Make sure the columns in your spreadsheet match the fields you want to use in your 

merge. 

For example, to address readers by their first name, make sure you have separate columns 

for first and last names. If you want to sort by city, be sure you have a separate City 

column. 

2. Make sure all the data you want to merge is in the spreadsheet. 

If you want to add more names or other information, it’s best to make those changes 

now—before you start the merge. 

3. Make sure you format the numbers in the spreadsheet. 

If your spreadsheet includes dates, times, currency values, or postal codes that begin or 

end in 0, see Format mail merge numbers, dates, and other values. 

4. Make sure you make any changes or additions to your spreadsheet before you connect it 

to your mail merge document in Word. 

Tip:  If you’re setting up your Excel spreadsheet by importing information from a .csv or a .txt 

file, use the Text Import Wizard. For more information, see Format mail merge numbers, dates, 

and other values. 

When the data’s ready, start the mail merge 

1. In Word, open a new document. 

2. Click Mailings > Start Mail Merge, and then click the kind of merge you want to run. 

https://support.office.com/en-us/article/email-messages-0f123521-20ce-4aa8-8b62-ac211dedefa4
https://support.office.com/en-us/article/labels-276a2cd1-74d2-43d0-ab5a-b90460358ad5
https://support.office.com/en-us/article/envelopes-654d563e-e9d6-47b5-b7bd-539064938b9d
https://support.office.com/en-us/article/documents-d7686bb1-3077-4af3-926b-8c825e9505a3
https://support.office.com/en-us/article/Format-mail-merge-numbers-dates-and-other-values-990e6516-49bc-4a43-aecc-acd027d92a00
https://support.office.com/en-us/article/Format-mail-merge-numbers-dates-and-other-values-990e6516-49bc-4a43-aecc-acd027d92a00
https://support.office.com/en-us/article/Format-mail-merge-numbers-dates-and-other-values-990e6516-49bc-4a43-aecc-acd027d92a00


 

3. Click Select Recipients > Use an Existing List. 

 

4. Browse to your Excel spreadsheet, and then click Open. 

5. If Word prompts you, select Sheet1$ and click OK. 

Now the Excel spreadsheet’s connected to the mail merge document you’re creating in 

Word. 

6. To include only some of the people or items from your spreadsheet, click Mailings > 

Edit Recipient List. 

 



The Mail Merge Recipients box opens. 

7. In Mail Merge Recipients, you can select just the rows you want to include. To make 

them easier to find, you can sort and filter the information. For more information about 

sorting and filtering items, see Sort and filter the data for a mail merge. 

8. Next, you can insert mail merge fields that pull the information from your spreadsheet 

into your document. For example, to add a greeting line to an email message or a letter, 

click Mailings > Greeting Line. 

 

Or, add addresses from your list by clicking Mailings > Address Block. For more 

information about adding fields from your spreadsheet, see Insert mail merge fields. 

9. When your document’s ready, click Preview Results and click the arrows to see each 

specific copy of the document. 

 

10. To finish the merge, click Finish & Merge, and then click Print Documents or Send E-

mail Messages. 

 

For more information about setting up email message options, see Email merge in Word. 

https://support.office.com/en-us/article/Sort-and-filter-the-data-for-a-mail-merge-af9f7912-5e1d-40a6-a52a-f41eccf98b8e
https://support.office.com/en-us/article/Insert-mail-merge-fields-9a1ab5e3-2d7a-420d-8d7e-7cc26f26acff
https://support.office.com/en-us/article/Email-merge-in-Word-0f123521-20ce-4aa8-8b62-ac211dedefa4


Save your mail merge file for next time 

When you save the mail merge document, it stays connected to your mailing list. To use the mail 

merge document again, open it and click Yes when Word prompts you to keep that connection. 

Then, if you want to change which people or items you include in the merge, click Edit 

Recipient List to sort, filter, and select them. For more information about sorting and filtering a 

mailing list, see Sort and filter the data for a mail merge. 

Was this information helpful? 
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