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How to use mail mergein Word to merge text

In Word, there is amail merge feature that merges letters, emails, contracts, salary slips, and notices to compose
bulk content with similar content without you having to enter it manually.

The email merge feature is available on all versions of Word from Word 2007 to Word 2019. The article below
will guide you how to use the mail merge feature in Word.

Instructionsfor using mail mergein Word

First of all, you need to prepare an Excel file with a complete list of names and aWord file of the invitation letter
template, or the content to be merged.

Step 1.

At the Word interface with the form, click on M ailings and then click on Start Mail M er ge displayed below.
Continue clicking on Step-by-Step Mail Merge Wizard .
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Step 2
In the interface displaying the steps, you first select the type of message we are composing, including:
1. Letters: Invitation letter type.

2. E-mail messages: Email.
3. Envelopes: Envelopes.
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4. Labels: Mail by label.
5. Directory: Mail by category.

Then you click on Next.
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Select document type

What type of document are
you waorking on?

® Letters
E-mail messages
Envelopes
Labels
Directory

Letters

Send letters to a group of
people, You can personalize
the letter that each person
receives.
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Step 3.




In this step, you will choose a letter template to mer ge text with, including:

1. Usethe current document: Use the currently opened message template.
2. Start from atemplate: Use aletter template in Word.
3. Start from existing document: Use existing or created letter templates saved in Word.

Click Next to move to the next step.
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Select starting document

How do you want to set up your letters?
#® Llse 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 recipient
information,
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Step 4:

In this step we select data taken from the Excel file containing the list of names. Click Browse... to select the
Excdl file.
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Now displays the interface in Word with Excel document sheets. Click on the sheet containing the data you
want to use and then click OK to continue.

Select Table 7 x
Mame Description  Modified Created Type
Sheet1d 16/04/2021 12:54:08 PM  16/04/2021 12:54:08 PM  TABLE
£ >

First row of data contains column headers I OK .| Cancel

At this point, the full content of the columnsin the Excel filewill be displayed . Y ou can select or uncheck
the information in the interface. Click OK to continue. Then click Next to move to the next step.
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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 or remove recipients from the merge. When your list is ready, click OK.
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Step 5:

In this step, you will have the option to write more or edit the information in the mail merge in case you have not
finished writing the form. If the form is completely written, skip this step and click Next to continue.
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Write your tetter

If you have not already done so, write your letter
Now,

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

[£| Address block...

[F Greeting line...
Greeting wizard...

|—_|+ Electronic postage...

|!!,!,!J| Barcode...

LMl Postal barcode (Japan)...

B More items...

When you have finished writing your letter, click
Mext, Then you can preview and personalize each
recipient’s letter,
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Step 6:

In this step, click on thelocation where you want to insert content, then click the Insert Merge Field button
and select the field you want to get , first of al the person's name.
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At thistime, the field name will be displayed. To also display the person's name, look at the content column
on theright side, click on thearrow at Recipient to changetheitemsin thelist . Immediately displaysthe
name of the person who wantsto fill the list.
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Mail Merge

Preview your letters

One of the merged letters is pre
preview another letter, click one
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Next, click on other content below to fill in the information. We also click on Insert Merge Field and then
select the content field , hereis the position. Then the title name corresponding to the name above will be
displayed as an Excel file. If you click on the arrow at Recipient, the content of the fields changes immediately.

At this point, you can immediately click to print the invitation and you're done.
Finally click Next to complete the mail merge processin Word.
Step 7:

Once completed, click the Finish & Merge button and select Send Email M essages below.
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Mail Merge is ready to
produce your letters,

To personalize your letters,
click "Edit Individual Letters.”
This will open a new
dotument with your merged
letters. o make changes to
all the letters, switch back to
the original document

Then, fill in the email content you want to send and click OK to open Outlook on your computer and send the
email via Outlook. In case of using Gmail, you must save it as a separate doc file and then email it.
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Message options

To: Danh_sach_khach_mai .
Subject line:
Mail format | qrpq .

Send records
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Y ou finished reading the article "How to use mail mergein Word to mergetext" 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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