Instructions: Using Mail Merge in Word to Send E-mails via Outlook

The mail merge tool in Word can be used to quickly and easily send personalized e-mails via your Outlook e-mail application
to individuals whose names and e-mail addresses are contained in an Excel file. While the message content can be the
same, each e-mail can be personalized to address each recipient by name. Address information can be pulled from (1) your
Outlook contacts, (2) a list created on the fly, or (3) from entries in a preexisting Excel file. This resource details how to use
the third option: creating an Excel file.

Unlike broadcasting an e-mail message to either a distribution list or group of recipients, or hiding recipients on the blind
carbon copy (bcc) line of the message, each e-mail message you send will be a separate mailing whereby each addressee is
the sole recipient of the message.

Please read this entire document, including the Troubleshooting section at the end.

Create your Excel File

1. Create an Excel file containing the names and email addresses of your recipients (see fig 1).
a. You can have any number of columns which can be in any order but you must include Name and Email.
b. Ideally, your name columns should be separated into First Name and Last Name although you can use a
combination column that contains the entire name. Give your columns context-appropriate names.
c. Make sure you note the name of the worksheet tab that contains your list if your Excel workbook contains
multiple worksheets, as shown in the example right.

PALS list Fall 2012 - Past 2011 Past 2012

2. Save the Excel file in a location where you'll be able to access it from your Outlook account.

E3l - i’

A B C D E F G H I J K
1  ID# FName Lname MI UH Email Secondary Email Phone Address City State Zip
2 45739 Bob Jones R bjonesd@uh.edu bobbyj@gmail.com 713-785-8912 12058 Elm Houston TX 77014
3 45789 Mary Nguyen mnguyen7@uh.edu marynguyen@hotmail.com 713-540-8913 4589 Main Houston TX 77023
4 12458 Hortense Goodbody P hgoodbod@uh.edu hortense@gmail.com 713-230-8914 7895 Oak Houston TX 77450
5 | 78450 Precious Ramotswe M pramotswe@uh.edu precious@botswana.com 218-974-8915 78945 Aspen Houston TX 78950
6 | 78510 Lord Fauntleroy H [fauntle@uh.edu littlelord@gmail.com 713-560-8916 4589 West Main Houston TX 77058

Figure 1: Example of Excel File

Mail Merge Step 1: Open Word and Start the Mail Merge Wizard

2. Open Word
a) Word 2007 and Word 2010
Select the Mailings tab -> click the Start Mail Merge button-> select Step by Step Mail Merge Wizard
b) Word 2003 Select Tools-> Letters and Mailing-> Mail Merge...
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4. Select E-mail messages and then click Next: Starting document, which is located at the bottom of
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Step 2: Select starting document i Merge S

Select starting document

How do you want to set up your
letters?

5. In this step you will choose which document you will use to create your message. In this @ Use the current document
. . . . . () Start from a template
example, you will be typing contents into the document you just opened in Word. However, e
you could use a template or any existing document.

Use the current document

Start from the document shown
here and use the Mail Merge

6. Make sure Use the current document is selected and then click Next: Select recipients. oo
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7. Inthis step, you will define from where your recipient names and addresses will come. The options are: using an
existing list, your Outlook contacts, or typing a new list. In this example, you will use the Excel file you previously
created. This task is usually the most confusing, so follow the steps below carefully.

a. Select Use an existing list and click Browse (fig 2).

b. The Select Data Source box opens (fig 3). Navigate to where you saved your Excel file and double-click it.

c. The Select Table box will open (fig 4). The number of entries corresponds to the number of worksheets (i.e., tabs)
in your Excel workbook file. If there is only one tab in your Excel file, you’ll only see only one table name. Make
sure you click the tab where your recipient names are located. Click OK.

d. The Mail Merge Recipient box will open (fig 5). It shows all the data from your Excel file. The horizontal columns
reflect the columns that are in your Excel file and the rows (aka records) are your recipients.

e. Click Next: Write your letter
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Figure 3: Navigate to the location on your computer where you saved your
recipient list (Excel file). Double-click the file.
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Figure 2: Define recipient list

Mail Merge Recipients [ [
M m' This is the list of recipients that wil be used in your merge. Use the options below to add to or change your ist. Use the
Select Table 3 . checkboxes to add or remove recipients from the merge. When your list is ready, dick QK.
Data Source [ |name o |FMame | Address - |Stste  «[Zp  «|Phone
MName Description  Modified Created Type AddressListxdsx 12058 Elm
'PALS list Fall 20128 12:00:00AM  12:00:00 AM TABLE AddressListadsx ¥ Nguyen Mary 4589 Main T 77023 713-540-8
& =5 . e e AddressList.dsx [¥ Goodbody  Hortense 7895 Oak T 77450 713-230-4
Bl Past 20118 12:00:00 AM - 12:004 TABLE AddressListadsx [¥ Ramotswe  Precious 78945 Aspen T 78950  218-974-8
Past 2012¢ 12:00:00 AM  12:00:00 AM  TABLE AddressListxdsx [¥ Fauntleroy  Lord 4589 West Main TX 77058 713-560-8
\ . ;
< I | Data Source Refine recipient list
AddressList. xlsx ~| % sort...
First row of data contains column headers ¥ Fiter...

51 Find duplicates....
.| 42 Eind recpient...
[ validate addresses...

Figure 4: Select the correct tab in Excel

Figure 5: Your Mail Merge Recipient list



Step 4: Write your letter

8. Now type your letter or copy/paste text from another source. Edit the text as required.

9. Now you will personalize the e-mail.
a.

cursor in the space you just typed (fig 6).

At the top of the letter type your salutation, such as ‘Dear’ or ‘Greetings’, add a space, and then leave your

Click More Items from the Mail Merge task pane. This step will allow you to access the ‘Merge Fields’, which is a
list of all the personalized bits of data contained in your Excel file.

c. The Insert Merge Field box opens. Select the first field you want to add (e.g., FName) and click Insert.
The box closes and your address line will now look like the one in fig 9.

Now just add a comma after the <<FName>> merge field unless you want to add the last name.

To add another merged field, such as last name, repeat steps b and c above. Just remember to add your

normal punctuation such as spaces, commas, colons/semicolons, etc.

You can use this same technique to add any data fields that are contained in your Excel file. For example, if

you wanted to confirm the individual’s address, you could add a sentence in your letter such as “We
currently show your address as «Address» «City_» «State» «Zip». When the Insert Merge Field box is open,
just click on all the fields you want to add and then add the punctuation between the fields.

10. You are almost done! Click Next: Preview your letters
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Figure 7: Accessing your merge fields
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Figure 10: Adding a 2nd Merge Field

Step 5: Preview your letters
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Figure 8: Select a merge field

Dear «FName» «Lname»,

Figure 11: Finished Greeting line containing
First Name, Last Name and comma. The
punctuation - spaces and comma - which have
to be manually added, are highlighted in
yellow.

11. Assoon as your move into Step 5, you will be able to use the scroll feature in the task pane to view all the letters you'll
be distributing, one by one. If you added a merge field, such as first name, you will see that personalized information in

each letter. See fig 12 on the following page.

3

Note the greeting line in the example: instead of Good morning <<fname>> it now says “Good morning Nimira!”
If you need to make any changes to the text, you can do so at this step and it will update all the letters.
Note the options in this task pane: you can exclude the current recipient or even edit your recipient list.



12. Click Next: Complete the merge

=

wieleorne back to thee University of Houston. | am your PAL for your first year on campus. Some of you have heard from me befare, and for athers, this is our first
communication.

§wll e contacting you fraem time 1o time that you ane 10 5ee # you have any questions or concerns, If you do, please let me knaw and, if 1
cannot answer your questions, | will find someone who canl If everything is going well now, that is wonderful. You should feel free to contact me at any time should
anything arise!

Should you NOT be returning to UH this semester, please let me know. 1l remove you from miy list - but also pass your name on so that we can find out how we let you
down.

Hopefully - you ARE coming back! If you have time, please let me know that you got this message and if you have anything to share about your first semester at UH.
Inthe meantime, | wanted to make sure that you knew about some important dates.

Tuesday, January 10: Last day to sort out payment for the semester. That is, have paid any balance
Ieen applied or paid at least one installment. Mare details may be found at hittp://"

aid and/ar have

uh. php
Tuesday, January 17: Fist day of classes. Hopefully you're registered in all the classes you need this semester. As you should have found last semester, the
maost impartant thing is to go to class. The first day will be aimast as crazy as last semaster - 50 be sure you leave plenty of time to get to each class.

Tuesday, JAnuary 24: List day to add dasses. However, do not wait that long to make sure you have the best schedule.

January 24th is also the day that UH celebrates the e of Martin Luther King. There is 8 special event in the Houston Room from 11 am to 1 pm. If you have
¥ 3 spe pro. Iy
space in your schedule, it would be wellk-worth your time to attend,

Remember that help is avalable for all kinds of lssues on campus:

+  Tutering and academic workshops at Learning Suppert Services: htto:/fwww.las.ub eduflss/
+  Counteling and Ihalp 3t CAPS: hitp://eape.ub.eduf
« The Health Center s open, ready and very cost-affective: httpa/s
»  The university has an outstanding Eye-care Institute that i again very economical and convensent for students. 1f you haven't had your eyes chiecked, t's always a
good idea to do so: httpalwww.optuh.edufuel
+  The Wornen's B Center offers programs or just a place to hang out: bitp:/www.ub.edufwre/
»  Help with jobs on and off-campus can be found at the Careers center: httpyffonww careeruh.edufindew. cfm
» Do notmiss out on opportunities to get invelved outside of casses. Check out the Cougar Trading Card site for events an campus
i i i JEvents. himl and the Center for Student site at fi if

uh, in/

o) uh bt for events and organizations.

Finally - and very impartant - If you plan to apply for financial aid far next year, & would be 3 very good kea to fils your Fedarsl tax return [or have your parent(s] fla] a¢
soan as passible. The process for declaring your income for financial aid purposes has changed to whare ideally you will link your financial aid application to the tax retum
an file. If you do not do this, you will immediately be selected for verification - which adds weeks 1o the process. You will get mare details abaut this as the year goes on
But di think about taking care of it as quickly as you can.

Figure 12: Previewing the finished letters

Step 6: Completing the Merge
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13. You are in the home stretch now! The task pane has one option: Merge: Electronic Mail (fig 13).
14. Click Electronic Mail and the Merge to E-Mail box opens (fig 14).
Use the dropdown box (2) to select the e-mail address column from your Excel file.

Type in your subject line (3).

Assuming you wish to send e-mails to all your recipients, make sure All is selected.

Click OK (4).

15. Assoon as you click OK, you should see your screen flash as the e-mails are sent.

Mail Merge is ready to produce
your e-mail messages.

Merge
% Electronic Mail. ..
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Figure 13: Step 6 task pane
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Figure 14: Merging to e-mail



16. If you look in your sent folder in Outlook, you should see a list of all the e-mails that were sent. Congratulations!

-] Bott, Simon G Final greeting from your UH PAL! Mon 4/23/2012 3119 PM 39 KB
=] o i b B S Final greeting from your UH PAL! Mon 4/23/2012 3:19 PM 39 KB
=] [TU T TSI R Final greeting from your UH PAL! Mon 4/23/2012 3:19 PM 39 KB
b= Hhsbaies e UL Final greeting from your UH PAL! Mon 4/23/2012 3:19 PM 39 KB E
(=] bt @b iy Final greeting from your UH PAL! Mon 4/23/20123:19 PM 39 KB ]
= I TN L ST Final greeting from your UH PAL! Mon 4/23/2012 3119 PM 39 KB
= e E i el Final greeting from your UH PAL! Mon 4/23/2012 3:19 PM 39 KB
=] el e St g Final greeting from your UH PAL! Mon 4/23/2012 3:19 PM 39 KB
b= [ EREE TR T Final greeting from your UH PAL! Mon 4/23/2012 3:19 PM 39 KB
[ e @i iy Final greeting from your UH PAL! Mon 4/23/20123:19 PM 39 KB
Troubleshooting
Any time you open a document that has been used to perform a mail merge a — ==

dialog box similar to the one shown right will open. Don’t be concerned, the
document is ‘remembering’ its prior connection to the database (aka your
Excel file).

If you don’t want to connect to the database, click No. If you do, click Yes and
you will be connected as long as the database file is in the same location on
your computer as it was when you wrote the original document.
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Step by Step Mail Merge Wizard.

Opering this document will run the following SQL command:
I') SELECT *FROM "'PALS list Fall 2012¢"

Data from your database will be placed in the document. Do you want to continue?

e ] ] e

Was this information helpful?

.| Ifyou accidentally close the Mail Merge task pane, click on the Mailings tab and then the Start
Letes ~ | Mail Merge button and select Step by Step Mail Merge Wizard to reopen the task pane.

Once you become more familiar with this tool, you can use the Mail Merge tool bar (shown below) instead of the Wizard to
perform the various Mail Merge steps. You can use Mail Merge to create not just e-mails, but letters, envelopes, and labels

Page Layout References Mailings Review View Add-Ins

E Home Insert
L

— = = =T =n =b i |Zp Rules - ey W 41 [ C‘
— = == =] =] =5 e e . . o]
g Match Fields r23 Find Recipient
Envelopes Labels | |Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B Finish &
Merge  |Recipients = Recipient List = Merge Fields Block Line Field = J Update Labels | Regyits + Auto Check for Errors | perge -
Create R Letters Write & Insert Fields Preview Results Finish
[o] (= E-mail Messages o0 ve oo T veeor vl orREioe "DAT"
=1 Envelopes.
) A_ﬂ Labels...
- E Directory

If you have trouble completing the mail merge, or if you have questions, feel free to contact me.

I'll be seeing you virtually anywhere!

Shari Mauthner

Instructional Designer
College of Pharmacy
University of Houston
smauthner@uh.edu
713-743-4252




