EMAIL MERGE TUTORIAL
USING EXCEL, WORD, & OUTLOOK

@Before starting an Email

Merge, you must have an Excel File
containing your names & email
addresses. Be sure each column is
clearly labeled in row #1.

You must save your file in either
MY DOCUMENTS or DESKTOP
or another location you are familiar
with if you want to be able to locate
it later in this tutoriall!! For this
exercise, 1 saved the Excel file to
the DESKTOP.
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@ To Begin your email merge,

open Word. From the top toolbar,
click on TOOLS. From the menu
that drops down, click on
LETTERS AND MAILINGS.
Then, select MAIL MERGE.
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@ On the right side of your Word document, the ‘Mail
Merge’ toolbar will appear. In this box, select E-MAI
MESSAGES.

@ Click NEXT: STARTING DOCUMENT
to continue.
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Toni
Use the current document

Start from the document shown
here and use the Mai Merge wizard
o add regment informatson.
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@ In the main body of the

document, write out the message.
Leave out personalized info
(names), these will be added later.

In the Mail Merge box, make sure
it’s set to USE THE CURRENT
DOCUMENT.

Alternatively, you can click on
START FROM  EXISTING
DOCUMENT, which brings up a
‘browse’ function to open the
Word document you want to use.

Click NEXT to continue.
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In this step, you tell Word where your Excel file is. In > o
the Mail Merge box, ensure it has USE AN EXISTING LIST
selected.
Select recipients
(%} Lise an ewsting kst
@ () Select from Culiook contacts
Click on BROWSE. {71 Tyoe & naw st

Use an existing |t

Uise names and addresses from a
oF & fatahase,

@ In the popup box that appears, locate your Excel file of
email addresses. As my Excel file is on the DESKTOP, I can B B
click the DESKTOP icon on the left side to quickly locate it.
If it is in MY DOCUMENTS, click on that icon. If it is
somewhere else, use the LOOK IN: function to locate the
Excel file.

When you locate your file, click on it and then click
OPEN.
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Mail Merge Recipients &

Next, you will see
this box appear. If you wish
to exclude any recipients,
uncheck the box next to
their information.

If there are more fields here
than you wish to use, don’t
worry... choosing the info
you want to use comes later!

After you unchecking any
boxes or if you want to keep
all of them, click OK.

=

Tosort the list, dick the appropriate column heading. To narmow down the recipients displaved by a
spedfic criteria, such as by dty, chide the amow next to the column heading. Lise the chedk boxes or
buttons to add or remove recpients from the mal menge.

List of recipients:
=| LastMName »| Firstiame »| Emal Address
= N Crusoe Saly sally Baol com |

| selectal | [ Cearall | | Refesh |
| [ (===)))

Currently, your recipents are

selected friougs

—
7] Select a different list...

4 Edit recpient ist...

Step3of6
B ek Write your &-mail message

# Previous: Starting document

: Mail Merg v x
- w3
@] a
Select recipients @
(%) L'se an existing list If all previous steps have been followed
€ Salect from Culook contact correctly, your Mail Merge box will now look
e like this. The name of your Excel file should be
O Type 3 new st displayed...it may or may not have the [Sheet1$]
Use an existing list in front of it. This does not matter.

Click NEXT to continue.
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Write your e-mall message cursor where you want
The latest information I wanted to share with vou todav... 1f you have not already done so, . .
write your e-mai message now. to add the information
}'ha:lﬂ: vou for your time, e TemIEn (e.g. first name, last
i e IRCRIES SOu S chckone of name). In this example,
1 Address block. it would be right after
3 reetinglne... the “Dear”. In the first
__‘f Electronic postage.., line
111l postz )
T p Click MORE ITEMS.
1 you Nave Nrsned writing
your message, chok Mext. Then
¥iOu CBn nre\-if«-e and personalize . .
e This step is completely
Y Stepdote optional, but if you have
o & Mext: Preview your e-mail messag the names l}’l your Excel
k] @ Previous: Select recipients .
=[@]m 3w > file, it can make each
prawe g Jautshapes= N W O A A @l S-Z-A-=S=2 @ dg email look like it was
ﬂz writton novennnalh)
Insert Merge Field @ The ‘Insert Merge Field” box will pop up on top of your
T work. Click on each field(s) you want to insert into your email (e.g.
(O) Address Fiekds & ot : First Name). Then, click INSERT. When you do, notice that it
E!H:b;. . places a <<FIELD NAME>> into your work right where you
e - placed your mouse cursor.
|:35|Z NE"I'IE'_ -------------------------

Do NOT insert the Email Address field! That comes later...

You can insert multiple fields and then click on the X in the upper
left corner of this box to close it, or insert just one field and close it,
reposition your cursor, and click MORE ITEMS to open it again.

Now look at your message. Make sure you have spaces between
your new merged fields if needed...for example if you put in both
the first and last names at once, you may need to click between
them and hit the spacebar once to ensure they are properly spaced.

Dear «First Namew» «Last Name»,
The latest information [ wanted to share with you today...

Thank vou for vour time,
Toni

By Toni Parker RCE, e-PRO Page 5 of 7



After you have

inserted your merge
fields to personalize the
emails, give the message
itself one last once-over.

When you are ready,
click NEXT to continue.
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: At this screen, you get to see what the email will look like.
This screen shows you one of the merged emails, using the first
row of data from your Excel file.

If you want to change something in your email, click PREVIOUS
at the bottom of the Mail Merge box. DO NOT try to change it on
this screen!

Otherwise, click NEXT to continue. Almost done...
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: Hail Herge

Complete the menge

your &-mad massanes,
Merge

ity Electronic Mad, .5

Step 6 of 6

Mal Merge i ready to produce

@ Previous; Previesw your e-mal ‘|1E'1

@ Last Step!!!

Open your OUTLOOK email

program. If all steps were | rameroces
completed  correctly, you | e
should be able to click on [ &
your OUTBOX folder, and | swsirode:

see all the new emails you
created waiting there.

G

ELECTRONIC MAIL.

The ‘Merge to E-mail’ box pops

n this step, we complete the actual merge.

Click on

up. If you used the word, ‘email’ | Merge to E-mail ﬁ
in your Excel file to label the = T i
field used for email addresses, = ]
it will automatically put that =
in the TO: line. If it identified Sebjectine: gt tieis fom Ter
the wrong field, click the down v|
Arrow and select the correct
field from the choices offered.

§_) Currgnt record
Type out a SUBJECT LINE From: Ta
for your emails.

Cancel

Finally, click OK to run your Merge.
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