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How to Perform a Mail Mergein Word 2010

Creating multiple e-mails, and changing the recipients information for each e-mail, can be a tedious task
However; Word 2010 comes with a Mail Merge feature allowing the user to create multiple e-mails for different
recipients at once....

With the Mailings Tab
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Launch Word 2010.
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Click Step by Step Mail Merge Wizard.

Mail Merge * R
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Select document type
what type of document are you
working on?
E-mail messages

i) Envelopes

) Labels

() Directory
Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.

Click Mext to continue.

Choose the type of document you want.
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1 Select starting document

Haowe do wou want to set up your
2

(®) Use the current document
{_) 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 redpient
information.

This step will ask you to choose what document to use/type document now.

3| Mail Merge b
Select recipients
(®) Use an existing list
() Select from Outlook contacts
() Type a new list

Use an existing list

Use names and addresses from a
file or a database.

[ Browse...

%" Editrecpient list...

Choose your recipients.
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Recipients.ds

v| |All Data Sources (*.odc;"umdb;* v

Teols = Open LCancel

Choose the Excel worksheet that has your chosen recipients.

Mame Desaiption  Modified Created Type

mEET 3/30/2015 5:04:05 AM  3/30/2015 5:04:05AM TABLE
[ Sheet2s 320/2015 5:04:05 AM  3/30/2015 5:04:05AM  TABLE
[ sheet3s 3/20/2015 5:05:05 AM  3/30/2015 5:0405 AM  TABLE

Click Open.
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Write your letter

If you have not already done 2o,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

[ Address block...
|5 Greetingline...

_‘1 Electranic postage...
jﬂ More items...

When you have finished writing
your letter, dick Next. Then you
can preview and personalize each
redpient’s letter,

10.

Step 4 of 6

o IH? Mext: Preview vum]ettewsl
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Follow therest of the Mail-M erge Wizard. Depending on the options chosen different dialog boxes will
show up, making very difficult to provide a step by step for the rest. However; the rest of the steps are
self-explanatory.

Mail Merge hat
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il
Preview your letters
|: e of the merged letters is

previewed here. To preview
another letter, dick one of the
following:
PRkt P
42 Find a recipient....
Make changes

You can also change your
regpient ist:

2 Edit recipient list...

| Exclude this recpient |
when you have finiched
previewing your letters, dick
Mext. Then you can print the

merged letters or edit individual
letters to add personal comments.

tep 5 of 6

o]
T I & Mext: Completedie ﬁriell

Click Finish and Merge on the Mailings Tab when done.

11.

Without the Mailings Tab



DocumentT = Microsoft Wo

Home Insert Page Layout References Mailings Feview

= save

—— Information about Document1

I [i5 Open I
] Clase

n, copy, 2nd change any |

Bew re sharing this file, be aware that it co

Decument properties and auther's ne
Print Check for
Issues -

Save & Send

. N
Wapsimme pmyas

Open the document you want to merge.

fia| Mail Merge v X
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Select document type
What type of document are you
orking on?

{_) E-mail messages
) Envelopes

() Labels

) Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.

Chick Naxt to continus.

At

Choose the type of document you want to create (letter, envelope, label, email, or directory).
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Select recipients

I@ Use an existing kst I

() Select from Qutlook contacts

() Type a new list

Use an existing list

Use names and addresses from a
file or a database.

[ Browse...

¥ Edit recipient list...

Choosethelist of recipients you want to send the document to.

35 Mail Merge v X

.
—1 Preview your letters

One of the merged letters is
previewed here. To preview
another letter, dick one of the

following
Redpient: 1 >
4] Find a recipient...
Make changes

You can also change your
recipient ligt:

=% Edit recpient fist...

| Exclude this recipient |
When you have finished
previewing your letters, didk
HNext. Then you can print the

merged letters or edit individual
letters to add personal comments.

Add merge fields. Put the cursor where you want the merge field to appear, then click add field on the
ribbon.
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Preview your letters
=| Oneof the merged letters is
previewed here. To preview
another letter, dick one of the
following:
== | Pedpient: 1 . }>.'

£ Find a redipient...
le of Normal. This is a regular paragraph Make changes

lar paragraph with the t stvle of You can also change your

fault style of Normal. regular redipient ist:
:57 Edit redpient kst...

‘dBIﬂ _Bodudelﬁsreﬁpimt |
When you have finished
previewing your letters, dick
Mext. Then you can print the
merged letters or edit individual
letters to add parsonal comments.

italic, and th Step 5 of 6

Finish and merge.

This is Heading 2 text

This is more Normal text. This is bold, this is italic, and this is bold italic. T
normal. This ie in 2 defined inline style called Inlinestyle. This is m
is red text. This is normal.

This block is cmtered,l

This is left-aligned.

+ Firstitem
. ist.

d item of bulleted list.
list.
ird item's nested list

of third item's nested list
of main bulleted list,

1. First item of numbered list.
2. Seconditem of numbered list.

L} 1 o~

Check for errorsthat could have been introduced, during the merge.
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Aatch Fields | 4] Find Recipient
Preview
pdate Labels | pesuns S Auto Check for Emors
Preview Results /&) Editindividual Documents... |

5 print Documents...
:;"'_ﬂ Send E-mail Messages...

wiki

Send the merge by e-mail.
1. You can also print the merge.

Y ou finished reading the article "How to Perform a Mail Mergein Word 2010" edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.
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