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Excel Tips from June Workshops 
 
Class 5: Hiding Columns and Mail Merges 
 
Overview: 
In this class, we learned how to hide and unhide columns, as well as do mail merges. Hiding 
columns comes in handy when you have sensitive information on a worksheet. Perhaps you keep an 
Excel file with columns for students’ last names, first names, addresses, majors, and ID numbers. 
Since ID numbers are often part of default passwords for students, you may not want to print this 
file with ID numbers attached to it, in case the paper gets misplaced. Hiding columns allows you to 
hide data you don’t want to see, without deleting it from your workbook. 
 
Mail merges can be done to create labels, envelopes, or personalized letters. The files can be saved 
for use at a later date. You can take your Excel file full of names and addresses and import the data 
into Word, formatted specially to print on the specific labels you use. 
 
Hiding Columns: 
To hide a column, select a column you want to hide by clicking on the column letter. Excel will 
highlight the column for you. 
 

 
 
Next, right click on the highlighted column: 
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Click on Hide, and the column will disappear from your view. Notice below, that column G is 
hidden from view: 
 

 
 

Unhiding Columns: 
Highlight the columns that are on either side of your hidden column: 
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Right click on the highlighted area, and choose Unhide from the menu. 
 

 
 

Your hidden column will appear once you click Unhide. 
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Mail Merge: 
We imported data from Excel to Word in order to do a mail merge. We started with a worksheet 
similar to this: 
 

 
 
So, this process begins with you entering all of your data into an Excel file. Include a header 
row to make things easier.  You can also sort your data as we learned in a previous class by last 
name to make your list easier to view.  Once your data is entered into Excel, save and close your 
Excel file. You cannot have it open while using Word for a mail merge. 
 
Next, open Microsoft Word. Make sure you have a new, blank file. Click on Tools, and then 
Letters and Mailings, and then Mail Merge.  
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A Mail Merge wizard will appear on the right, to step you through the process: 
 

 
 

A progress indicator will appear at the bottom of this wizard, to show you which step of the 
process you are on: 
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We looked at labels in this class. Click on Labels, and then click “Next: Starting document.”  
 
On the next screen, choose “Change Document Layout,” and then click “Label Options.” 

 
 
On the Label Options screen, choose the labels you want to use. The box your labels came in 
should say which manufacturer and number they are. 
 

 
 
Click OK once you’ve made your choice, and then click “Next: Select Recipients.” 
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On the next screen, click on “Use an existing list,” and then click “Browse” to find your Excel 
file with the names and addresses you created earlier. 
  

 
 

Double click on your file once you’ve found it. A window like this will appear: 
 

 
 

Click on the sheet that contains your data. Make sure “First row of data contains column 
headers” is checked. Click OK. A window with all of your data, similar to this, will appear: 
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Verify that the data is correct, and uncheck any names you don’t want to include on your labels. 
Click OK. At the bottom of the wizard, click “Next: Arrange your labels.” 
 

 
 

Click on Address Block:  
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Choose the format you want to see the recipients’ names in. Then click Match Fields. 
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A window like this will appear: 
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Your fields from your Excel file are on the right. Make sure they correspond to the fields on 
the left that Word typically expects to see. It is not necessary to have all of the fields Word 
expects; you just need to verify that the fields you do want to use are matched up properly with 
Word’s expected fields. Click OK, then OK on the next screen.  Then click Update all labels. 
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Then click “Next: Preview your labels.” 
 

 
 

Your imported data from Excel will appear in Word, formatted according to the label size you 
chose. If your labels are large, or you have more than one sheet of labels, you won’t see them all 
on one page. You can page through to see all of your labels by using these arrows: 
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When you’re finished previewing your labels, click “Next: Complete the merge.” 
 

 
 

The next screen looks like this: 
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Mail Merge is now ready to print your labels. Click Print when you are ready to print your 
labels. Click Edit individual labels if you need to make changes. 
 
 
 
 
 
 
 
 
 

If you have any questions that were not covered in this handout, please feel free to contact Jessica 
Smith at jlsmith@loyola.edu or x2199. 

 


