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.

Microsoft Excel - hideexample
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1 |First Name Last Name Street Address City State Zip |ID number
2 |Joseph White 4501 M. Chatles Street Baltimore MD 212100 1234567
3 |Hobert Castle 4501 M. Charles Street Baltirmore WD 212100 2345675
4 [Jane =mith 4501 M. Charles Street Baltimore MD (212100 3456439
5 |Mary Brown 4501 M. Charles Street Baltimore (MDD 21210f 4567831
B |kate Sullivan 4501 M. Charles Street Baltimore MD 212104  5B7591
7 |Patrick foung 4501 M. Charles Street Baltimore MD (212100 B789123
g |lane =mith 4501 M. Charles Street Baltimore MD  (21210f 85812345
3 |Mary Brown 4501 M. Chatles street Baltimore MD  21210f 9123456
10 [Robert Castle 4501 M. Chatles Street Baltimore MD  21210f  987YBE543
11 |Joseph White 4501 M. Chatles Street Baltimore MD  21210f 8765432
12 |Patrick Y oung 4501 M. Charles Street Baltimore MD  21210F  B543210
13 |Kate Sullivan 4501 M. Charles Street Baltimore MD 212100 5432109

Next, right click on the highlighted column:
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1 |First Name Last Name Street Address City State Zip  |ID number
2 |Joseph White 4501 M. Charles Street Baltimare MD 21210 1234567
3 |Robert Castle 4501 M. Charles Street | Baltimore WD 21210 S e
4 |lane Srmith 4501 M. Charles Street Baltimore MDD 212100 34 dal Cut
5 |Mary Brown 4501 M. Charles Street | Baltimore MD 21210) 4553 Copy
b |Kate Sullivan 4501 M. Charles Street | Baltirmore MD 21210 55_55 Paste
7 |Patrick Y oung 4501 M. Charles Street Baltimaore MO 21210f 67 -
8 |Jane Srith 4501 N. Charles Street Baltimore MD  21210] &g  Paste Specil..
9 |Mary Brown 4501 M. Charles Street | Baltimore WD 21210 91 Insert
10 |Robert Castle A501 M. Charles Street Baltimore 8D 212100 98 Delete
11 [Joseph White 4501 M. Charles Street Baltimaore MD - 212100 57 =
12 |Patrick Y oung 4501 M. Charles Street |Baltimore (MD 21210)  BS Clear Confents
13 |Kate Sullivan 4501 M. Charles Street  Baltimore WD 21210 a4 A0 Format Cells...
::g Colurnn Width. ..
16 Hide
17 Unhide
18 I

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

E3 Microsoft Excel - hideexample

@_1 File Edit ‘“iew Insert Format Tools Data  window  Help

jﬁﬂ J&!lﬁ:ﬁl?ﬂlﬁ 2 B- S99 x5 5]

HRQ 5=
L31 -
A C | o | E| F | H
1 |First Name Last Name Street Address City State Zip
2 |Joseph White 4501 M. Charles Street |Baltimore MD 21210
3 |Hober Castle 4501 M. Charles Street Baltimore MO 21210
4 |Jane =mith 4501 M. Charles Street | Baltimore MD - 21210
5 |Mary Brown 4501 M. Charles Street | Baltimore MD - 21210
B |Kate Sullivan 4501 M. Charles Street Baltimore MD 21210

Unhiding Columns:
Highlight the columns that are on either side of your hidden column:
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1 |First N\ame Last Name Street Address City State |Zip

2 |Joseph White 4501 M. Charles Street |Baltimore MD - 21210
3 |Robert Castle 4501 M. Charles Street |Baltimore MO 21210
4 |Jane Shith 4501 M. Charles Street |Baltimore MO 21210
5 |Mary Brown 4501 N. Charles Street Baltimore MDD [21210
B |Kate sullivan 4501 N. Charles Street Baltimore MDD [21210
7 |Patrick Young 4501 N. Charles Street Baltimore MD - [21210
g |Jane Smith 4501 M. Charles Street |Baltimore MO 21210
8 |Mary Brown 4501 M. Charles Street |Baltimore MD - 21210
10 [Robert Castle 4501 M. Charles Street |Baltimore MD - 21210
11 |Joseph YWhite 4501 N. Charles Street Baltimore MDD [21210
12 |Patrick Y oung 4501 M. Charles Street Baltimore MDD [21210
13 [Kate Sullivan 4501 M. Charles Street |Baltimore MO 21210

Right click on the highlighted area, and choose Unhide from the menu.
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1 |First Name Last Name Street Address City State |Zip
2 |Joseph White 4501 N. Charles Street Baltimore MD |21210 | & <t
3 [Robert Castle 4501 M. Charles Street Baltimore BD 29210 |53 Copy
4 [Jane smith 4501 M. Charles Street Baltimaore MD - | 21210 @ paste
5 [Mary Brown 4501 M. Charles Street Baltimaore MD - | 21210 -
B |Kate Sullivan 4501 M. Charles Street Baltimore MD 21210 Pt et b,
7 |Patrick Young 4501 M. Charles Street Baltimaore MD - | 21210 Insert
8 [Jane smith 4501 M. Charles Street Baltimaore MD - | 21210 _
5 |Mary Brown 4501 M. Charles Street Baltimore MD  |21210 Delete
10 |Fobert Castle 4501 M. Charles Street Baltimaore MD - | 21210 Clear Capkents
11 Jnse_ph White 4501 M. Charles Street Eialt?mnre WD 21210 @3 Format Cells...
12 |Patrick Young 4501 M. Charles Street Baltimaore MD - | 21210
13 |Kate Sulivan 4501 M. Charles Street Baltimore MD 21210 e el
14 Hide
12 | nhide

Your hidden column will appear once you click Unhide.



Mail Merge:
We imported data from Excel to Word in order to do a mail merge. We started with a worksheet

similar to this:
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1 |First N\ame Last Name Street Address City State Zip
2 |Joseph White 4501 M. Charles Street Baltimore MD 21210
3 |Haobert Castle 4501 M. Charles Street Baltimore MD 21210
4 |Jane =mith 4501 M. Charles Street Baltimore MD 21210
5 |Mary Brown 4501 M. Charles Street |Baltimore MD 21210
b |Kate sullivan 4501 M. Charles Street Baltimore MO 21210
7 |Patrick Y oung 4501 M. Charles Street | Baltimore MD - 21210
8 |Jane Smith 4501 M. Charles Street | Baltimore MD - 21210
9 |Mary Brown 4501 M. Charles Street Baltimore MD 21210
10 [Robert Castle 4501 M. Charles Street Baltimore MD 21210
11 [Joseph White 4501 M. Charles Street Baltimore MD 21210
12 |Patrick Young 4501 M. Charles Street |Baltimore MD 21210
13 [Kate sullivan 4501 M. Charles Street Baltimore MO 21210

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:

MMP

Select document type

What bype of document are you
working on?

(%) Letters

() E-mail messages

() Envelopes

{:} Directory

Letters

Send letters to a group of people,
You can personalize the letker that
each person receives,

Click Mext ko continue,

A progress indicator will appear at the bottom of this wizard, to show you which step of the
process you are on:



Step 1 of 6

& Mext: Skarking document

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.”
: Mail Merge v

Select starting document

Howe dio wou wank o set up waur
mailing labels?

/v@- Change document lawauk

() Skart From existing document:

Change document layout

Click Label options to choose a
label size,

/'_3 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.

Label Options gl

Printer information
{:} Dot matrix

{®) Laser and ink jet Tray: |Defaulk tray (Defaulk tray) w

Label information

Label products: Avery standard

Product nurmber: . )
T Label information

2160 Mini - Address Y

2162 Mini - Address Type: Address
2163 Mini - Shipping Height: "

2164 - shipping ) o
2180 Miri - File Folder Width: 2.63

2181 Mini - File Folder Page size: Mini (24 14 % 5 in)
2136 Mini - Diskette ¥

[ Details. .. ] [ Mew Label. .. ] [ O

][ Cancel ]

Click OK once you’ve made your choice, and then click “Next: Select Recipients.”



Step 2 of &
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@ Previous: Select document bvpe

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.

: Mail Merge v X
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Select recipients

(%) Use an existing list
) Select From Outlook contacts

) Tvpe a new list

Use an existing list

I=e names and addresses from a
file or a database,

H

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

Select Table E'
Marme Description | Modified Created Type
BIZ7/2007 4:22:23 PM §/27/2007 4:22:23 PM  TAELE
Sheetz$ 6/27/2007 4:22:23 PM  6/27/2007 4:22:23 PM  TABLE
Sheet3$ 6/27/2007 4:22:23 PM  6/27/2007 4:22:23 PM  TABLE
< |
First row of data contains column headers [ ik ] [ Cancel ]

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:



Mail Merge Recipients

Ta sark the lisk, click the appropriate colurn heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:

*| Lask Mame *| Firsk Name *| Street Address *| City = State ™
= [ whike 4501 M, Charles Skreet Bakimore [MD
Castle Fobert 4501 M, Charles Strest Baltimaore MO
Smith Jane 4501 M, Charles Street Baltimore  MD
Browvan Mary 4501 M. Charles Street Baltimore  MD
Sullivan kate 4501 M, Charles Strest Baltimaore MO
Young Patrick. 4501 M, Charles Strest Baltimaore MO
Brown Ay 4501 M, Charles Street Baltimore  MD
Srith lane 4501 M, Charles Strest Baltirare MO
Browwn Mlary 4501 M, Charles Strest Balkimore ™MD
Castle Fobert 4501 M, Charles Strest Baltimaore MO
White Joseph 4501 M, Charles Street Baltimore  MD 3
] Prrasaar firas A1 bl havlac Sheaak Palkiramra FAM
< | >

[ Select Al ] [ Clear all ] [ Refresh ]

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.”

Step 3 of 6

% Qlext: Arrange vour labe
F PP et wizard skep IJI:ument

Click on Address Block:



! Mail Merge *

Arrange your labels

If wou have not already done so,
lay aut wour label using the First
label on the sheet.

To add recipient information to
wour label, click a location in the
first label, and then click one of the
iterns below,

- Address blocky,,

=] @reeting line. ..
_f| Electronic postage. ..

Il Postal bar code. ..

::I Mare ikems. ..

When vou have finished arranging
vaur label, click Mexk, Then wau
can preview each recipient's label
and make any individual changes.

Replicate labels

You can copy the layout of the
first label ko the other labels on the
page by clicking the button below,

Ipdate all labels

Choose the format you want to see the recipients’ names in. Then click Match Fields.



Insert Address Block E

Specify address elements

Insert recipient's name in this Format:

Joshua

Joshua Randall Ir,
Joshua Q. Randall Jr, =
Mr. Josh Randall Jr,

M, Josh 1, Randall Jr,

[ >

Mr, Joshua Randall v,

Insert campany name

Insert postal address:
{3 Mever include the countryjiregion in the address
) Always include the countryregion in the address
(#) only include the country,region if different than:

Urited States v

Format address according bo the destination counkryregion

Prewiew

M. Joshua Randall Jr.
Blue Sky Airlines

1 Airpork Way

Kitby Hawk, NC 27700
IUnited States of America

o] o

A window like this will appear:



Match Fields 3

Mail Merge has special Features For easily working with addresses, Use the drop-down lisk
ko select the proper database field for each address field component.

Required information S
Lask Marmne |Last Mame ﬂ
First Mame |First Mame ﬂ
Courtesy Title [trot matched) - |
Company [(rot matched) |
Address 1 [Street Address |
City [ ity |
State [State - |
Postal Code [Zip |
Spouse Firsk Mame ||:n|:|t matched) ﬂ

Optienal information
Middle Marne [(rat matched) |
=1 FFi lieeb rmabebad j o

Ise the drop-down lisks to choose the figld From your database that corresponds to the
address information Mail Merge expects (listed on the left.)
[ (o] | [ Cancel ]

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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Arrange your labels

If wou have not already done so,
lay aut wour label using the First
label on the sheet.

To add recipient information to
wour label, click a location in the
first label, and then click one of the
iterns below,

=] Address block. .
=] @reeting line. ..
_f| Electronic postage. ..

Il Postal bar code. ..

::I Mare ikems. ..

When vou have finished arranging

vaur label, click Mexk, Then wau

can preview each recipient's label

and make any individual changes.
Replicate labels

You can copy the layout of the
first label ko the other labels on the

page by clickirg-the button below,
‘ Ipdate all Ial:uels
—

Then click “Next: Preview your labels.”

Step 4 of &

S (Lexk: Preview your label

# Previous: Select recipients

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:



: Mail Merge *

Preview your labels

Some of the merged labels are
previewed here, To preview

another label, click one of the
Following:

Recipient: 1
3, FirdaT

Make changes

You can also change vour recipient
list:

= Edit recipient list,,.
When vou have finished
previewing your labels, click Mext,
Then vwou can prink the merged
labels or edit individual labels to
add personal comments,

When you’re finished previewing your labels, click “Next: Complete the merge.”

Step 5 of 6

& Mext: Complete the merge

@ Previous: Arrange wour labels

Mexk wizard 5tep|

The next screen looks like this:
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EMaiI Merge v
@ 8| A&

Complete the merge
Mail Merge is ready ko produce
wour mailing labels.

To personalize wour labels, click
"Edit Individual Labels." This will
open a new document with vour
merged labels. To make changes to
all the labels, switch back ko the
ariginal docurment,

Merge

5 Print...

L 3 Edit individual labels. ..

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.




