Creating Vocabulary Labels Using Mail Merge

The Dolch List

Using Microsoft Excel as a database, you can easily create labels for flash cards in Microsoft Word using the Mail Merge feature.

Set up your Excel Spreadsheet with your different levels of dolch words.  Here is dolch.xls ready to use.  Open it and save it to an appropriate drive.

dolch.xls
Creating Labels
1. Open Microsoft Word and click tools on the menu bar.  Select Mail Merge from the drop down menu.
2. At number one select Create and then click Mailing Labels.
3. Choose Active Window.
4. At number two select Get Data and choose Open Data Source.
5. Locate the folder where dolch.xls is located.
6. At the bottom of the window, change file types from .doc to all file types to see the dolch.xls file.  Highlight and open the file.
7. At the next window it will say Entire Spreadsheet. Click OK.
8. Click OK at Setup Main Document.
9. Scroll and select the label that you will be using.
10. Click OK.
11. Select the Insert Merge Field button and select one of the levels and click OK.
12. In step three, select the Merge button.
13. Select Merge at the next window.
14. Now the vocabulary appears on a table that matches your labels.
Formatting Labels

1. Go to edit on the menu bar and click Select All.  

2. This will highlight all the labels.

3. Choose center justification on the toolbar to center the words.

4. Format style, size and color to change the labels appearance.

5. Scroll and view to be sure all words fit on a label.

6. Save the labels in a folder and print.

Create the other labels by following these simple directions.

