
SMARTT Waitlist Mailing Labels –  
 
Office 2000 process: 
 
Start in SMARTT waitlist 
 

o Go to the list 
 

o Click on 
the “list 
for excel” 
button 

 
o Choose 

from the 
edit menu 
“select 
All”  

 
 
 
 
 
 
 

o Now that the entire list of students is highlighted, Again from the edit menu choose “Copy” 
 



Now you need to open up a session of Excel 
 

o Place your cursor in Cell A1 
 

o Go to the Edit menu and “Paste” 
 

o This should bring in your waitlist of students for you.  
 

o Now we don’t 
need all of the 
fields for the 
waitlist.   

 
o You just need 

the address 
information in 
Columns A-H 

 
o Choose 

columns I-W 
 

o Now that you 
have these 
columns 
highlighted  

 
o Go to the Edit 

menu and 
Choose 
“Delete”  

 
o You don’t need the Middle Initial Column either 

 
o Again highlight column “C”  

 
o Go to the Edit menu and Choose “Delete”  

 



o For the Zip Code 
column, you’ll notice 
that it comes in with 
the preceding “0” 
missing.  You’ll want 
to change the format 
for this column.  

 
o Highlight the zip c

column 
ode 

 
o The go to the format 

menu, choose Cell 
 

o Working on the 
number Tab, choose 
from the category list 
“Special”, then under 
type choose zip code  

 
o Now save the file as your data source [REMEMBER the file name and location] for mail merging in Word 

 



Now open up a session using Word 
 

o Choose from the Tools menu “Mail Merge”  
 

o This opens up the “Mail Merge Helper” with steps 1,2,3 
 

o Following along Step 1 = Main Document – “Create – Mailing Labels” in the Active window 
 

o Moving on to Step 2  = Data Source 
 

o Choose Open the Data Source – The Excel Spreadsheet you saved earlier. You may need to change the file type 
to Microsoft Excel  

 
o When it asks choose to open the entire spreadsheet 

 
o Now the wizard is looking to create the main document 

 
o Now choose from the list of Avery forms the label # of the form 

you’re using. – EX- 8160 
 

o It will bring up the following “Create labels” screen with a 
sample label 

 
o Click on the “Insert Merge Field” and this box will show a drop 

down box.   It should list “Last name, First Name, Address 1”, 
etc.  

 
o  
o  

 
o  

o Drag and drop the individual fields, as you would 
create them on an individual label into the sample 
box provided.  Remember to include all the spaces 
and punctuation.  For ex: space after first name, 
comma after city then a space before the state.  

 
o Then choose OK 

 
o This brings you back to the Helper 

 



o On to Step 3 = Merge 
 

o Leaving the options set to 
the defaults. Click on the 
“Merge” button when the 
2nd box appears again 
leaving the options as 
default choose “Merge”  

 
 

o If you close the mail 
merge helper before 
doing going thru the 
merge you will get the 
document showing the 
format of the labels as 
they will be after the 
merge. [see the 
background document  in 
the screen shot] .   

 
o You can then go back to 

the Tools menu and 
choose Mail merge and 
from the Mail Merge 
Helper you can then just 
go to step #3 – Merge 

 
 

 
o After you merge it creates the 

mailing labels you need.  
 
 


