Quick Sheet: E-mail Merge Using Data from Excel & using Mail Merge Wizard

Open or create the letter in Word that will be used & filled in with data pulled from Excel
to send by email. Be sure Excel file is saved & closed. Tips: In Excel create Row
Headings, no blank rows, and name the work sheet. One column needs to have email
address for an email merge. Outlook client should be open.
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On the Mailings tab, Start Mail
Merge, Step by Step Mail Merge
Wizard.
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Select document type

What type of document are you
warking an?

() Letters

@) E-mail messages

() Ervelopes
) Labels

() Directory

E-mail messages

Send e-mail messages to a group of
people. You can personalize the e-mail
message that each person receives,

Click Mext to continue,
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On the Mail Merge pane that opens, be
sure E-mail messages is selected and
click on the Next: Starting Document
link at bottom of the pane.

Mail Merge MR
Select starting document
How do you want to set up your E-Mail
messages?

I‘ Use the current document I

() Start from a template

() Start from existing document

Use the current document

Start from the document shown here
and use the Mail Merge wizard to add
recipient information.
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I—) Mext: Select recipients I

&= Previous: Select document type

On the wizard pane, under Select
starting document, be sure Use the
current document is selected.

Click on Next: Select recipients at the
bottom of the pane.
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Select recipients

X

Ijij Use an existing list

() Type a new list
Use an existing list

a database.

] Browse...
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() Select from Outlook contacts

Use names and addresses from a file or

lf" Edit recipient list...

=» Mext: Write your e-mail message

& Previous: Starting document

On the wizard pane, under Select
recipients, leave Use an existing list
checked.

Click on the Browse link to navigate to
your saved Excel file.

Tip: This Excel file must be closed.
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First row of data contains column headers

I OK I Cancel

The Select Table dialog box appears.
Select the worksheet and click OK.

Tip: Name your worksheets so that it
is easy to find when doing a merge.
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This is the list of recipients that will be used in your merge. Use the options below to add to or change your list
Use the checkboxes to add of remove recipients from the merge. When your list is ready, dlick OK.

Data Source Lasthame « | Firsthame: + | Address - [cry -
| Vickie & Jessie | 25 Sharon Dr
Della 841 Gratham Rd rantha
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BasicClass.xlsx [¥ Brandt Elwood & Judy 1534 Shugart Rd Carlisle
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BasicClass.xlsx ¥ Brice Frank & Robin 365 Franklin ChurchRd ~ Dillsburg
[¥  Colvin Kelly & Michelle 10 Maple Mechanicsburg
[¥ Dows Wendy & Jeff 347 N Mountain Rd Newwil
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Data Source Refine recipient list
BasicClass.xlsx 4] sort..
T Fitter..
X4 Find duplicates.
.| [P Eind recpient..
[ Validate addresses...
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Mail Merge Recipients V[

A Mail Merge Recipients dialog box
appears to show the entire list of data in
the worksheet.

Notice you can uncheck any that you do
not want to be included in the merge.
Click OK.

Tip: The Data Source is the name of
the workbook. A column must be
included that has email address for a
merge to work.
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I—) Mext: Write your e-mail message I

& Previous: starting document

Now back on the wizard click on Next:
Write your e-mail message.

Then you will add details to make each
message personalized with the data
from Excel.
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Write your e-mail message
If you have not already done so, write your e-mail message now.

To add racipient infarmation to your message, click a location in
the message, and then click one of the items below,

Address block..,
Greeting line,.,
|;_'|-’ Elzctranic postage...

Bl Mare items...

When you have finished writing your message, click Mext. Then
you can preview and personalize each recipient’'s message.
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= Mext: Preview your e-mail messages

& Previous: Select recipients

Put your cursor on the document to add
each piece of data by click on the More
items.

Once the piece of data has been
Inserted you must then Close the
dialog box.

Tip: The row headings will appear in
the list of Fields on screen shot below.
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Insert Merge Field

Insert:
() Address Fields

Fields:

-
FirstMame
LastMame
Address
City
StateQrProvinece
PostalCode

Fa

@) Database Fields

Match Fields... I Insert I Cancel

Have your cursor at the place on the
document/letter, exactly where you
want to data to appear.

Click on More Items, click on Insert,
and then Close. Do this each item, each
time closing the Insert Merge Field
dialog box.

The fields inserts will have two arrows
beginning and at the end of the word.
Example: <<FirstName>>

This must be done for each field of
data.
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Write your e-mail message
If you have not already done so, write your e-mail message now.

To add recipient infarmation to your message, cick a location in the
message, and then click one of the items below,

Address block...
Greeting line..

|;_|'-" Electronic postage...
Bl more items...

When you have finished writing your message, click Mext. Then you
can preview and personalize each recipient's message.
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I—) Mext: Preview your e-mail messages I
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Now that you have inserted all the
places for the data to appear you are
ready to Preview them.

On the wizard pane, click on Next:
Preview your e-mail messages.




Mail Merge v X
Notice under Preview your email
message you can navigate by using the

Preview your e-mail messages

One of the merged messages is previewed here. To preview another

message, dlick ane of the following: arrows. Exclude this recipient is also
Recipient: 1 available to do.
A Find a recipient...
Make changes | | If you noticed that spacing or anything
fou can also change yourreciplent st else needs adjusted, click on Previous:

i Edit recipient list... . .
& Write your email message, make any

adjustments & click on Next.

| Exclude this recipient |

Step 5 of 6 | | When you are satisfied click on Next:
I—) Mext: Complete the merge I Comp|ete the merge'

& Previous: Write your e-mail message
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Complete the merge A
Mail Merge is ready to produce your e-mail messages. At the ComPIEte the merge pane: C“Ck

Merge on Electronic Mail.

E*. Electronic Mail..

Stepbofb

&= Previous: Preview vour e-mail messages

Mg &0 Gl e A Merge to E-mail window appears
— for you to type in the Subject.

Click OK to start sending the emails.

Message options
Ta: Email_Address IEI

Subject line: I Type subject details here| I
Mail format: | yrpqp

SEIrEEI Let the Word document & Outlook

= i” . remain open till the emails are sent.
SrEm e Depending on how many are in your
merge it might take a minute or two.

| oK | Cancel The Sent folder will have a copy of all
e —— emails.

You have finished the E-mail Merge!

From: To:

Tip: If you want to do an email merge using a departmental email account the computer
should be logged in with that departmental username & password. Then open Outlook to
let Outlook populate with the departmental account before starting merge.



