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| mproved email performance with the Micr osoft
Word Mail Mergefeature

The Microsoft Mail Merge feature of the Microsoft Word editor is one of the great tools for people who often
work with text, email ... In the following article, we will present some basic steps. to use and manage Word
2010'sMail Merge Wizard ...

QuanTriMang - Microsoft Word's Mail Merge feature is one of the great tools for people who regularly
work with text, email . In the following article, we will present some steps Basic to use and manage Mail 2010
'sMerge Wizard . Here are some steps we need to proceed in order.

Create Distribution list:

The Mail Merge function makes it easy for us to 'exit' from the tedious data entry process by directly entering
email addresses from Outlook, Excel, Access or Word data. Among these options, Outlook is the most suitable
and popular, and in the next step, we will go through the process of importing data lists directly from Outlook.

Set up Mail Profile:

This setup process will begin by creating a Mail Profile to store relevant information such as addresses,
passwords, specifications .:
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Adjust your computer's settings
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For each account, users can create different individual profiles:
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mﬁ“: The following profiles are set up on this computer:

Add... Hemove HFroperties COpY. .. !

When starting Microsoft Outlook, use this profile:
" Prompt for a profile to be used
* Always use this profile

| =

oK Cancel | Apply

The name of the profile should be set to match and easy to remember with afixed email account:

L} Create New Profile

Profile Name:

Suitable options for configuring email using the address you received from your service provider or your own
account viathe 3rd option:
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(M Add New Account

Auto Account Setup

Chick Mext to connect to the mal server and automatically configure your account settings.

@ E-mail Account

Your Name:
Exampie: Elen Adams
E-mai Address:
Example: elen@oontose, com
Password:
Retype Password:
Type the password your Internet service provider has given you.
Text Messaging (SMS)
lly configure server setti

or additional server types

Comi )

Select Internet E-mail if you want to use a support email address via POP protocol, such as Gmail:

g
M Add Mew Account

Choose Service

=i

@ Internet E-mail

Connect to POP or IMAP server to send and receive e-mall messages.
1t Exch

ge or tible service

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
Text Messaging (SMS)
Connect to a mobile messaging service.
| Other
Connect to a sérver type shown below,
Fax Maid Transport
Microsaft Outlook Hotmail Connector

[ <mak [ mext> ] [ coance |

Each email service provider has a different POP configuration, so make sure you select and use these parameters
correctly:
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Internet E-mail Settings
Each of these settings are required to get your &-mail account working.

User Information Test Account Settings
Your Name: Zairnd Francsous After filing out the information on this screen, we
recommend you test your account by didking the button
E-mail Address: Ememeh T T below. (Requines network connection)
Server Information
Acgount Type: POP3
Incoming mal server: pop.genel.cant (] Test Account Settings by chdking the Next button
Deliver new messages to:
Outgoing mad server (SMTP): smtp.gmad.com
@) New Outiook Data File
Logon Information Existing Outiook Data Fie
User Name: e - B
orowse
Password: e
[¥| Remember password
|| Require logon using Secure Password Authentication (SPA) E Settngs ...
f 1
[ <mack | mext> | [ cance |

Once we have passed this basic setup and configuration step, we are ready to move on to the next step:

r
(M Add New Account [=

CmEml.atbnﬂ
You have successfully entered all the information required to setup your account.

To dose the wizard, dick Finesh.
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Specify directory to store contact list:

Users can manually import data lists into Outlook, or import directly from other supporting applications, such as
GMail, Yahoo, or Hotmail . Most web-based email service providers often support the ability to export contacts
to Outlook databases. For example, Gmail alows usersto export datato a CSV file - compatible with Outlook:



Gmail Calendar Docyments Reader Web more v
G M a i I Search Contacts =~ Search the Web
Mail = - - .
e @ v | | Groupsw || Addlo"MyContacts"v | Email
Tasks b e Merge contacts
e Delete contacts )
Mew contact = Import.. ;
My Contacts (522) V] - Export... N 7
Friends (25) Cprar———  Print... I
; = - Find & merge duplicates...
Family (1) 7] ety ge
Coworkers — - Restore contacts. ..
R
Starred in Android = stay@accemol s 1 by |
Tech Bloggers (16) . ~First Name H
j R
Wellie - NZ (1) L g Last Name 3
o debesdieabvies — A
Moo Contoated L0

Outlook's import feature supports many popular formats like csv, vcard, RSS, iCalendar .:

@9 = Inbox - zainu
“ Home  Send/Receive  Folder  View  Grammarly

Save As
€8 Qpen Calendar
L@Q Save Attachments f i ’

L : Open a calendar file in Qutlook (.ics, .vcs).
{ lmas
Info %

pen 8 Open Outlook Data File

j ] .

L 7 Open an Qutlook data file (.pst).
Print = I
Help Import
Import files, settings, and R5S Feeds into Outlook.

] Options «
3 Exit b

Y ou just need to choose theright file typein the list:



Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file
Import a VCARD file {.vcf)

-- t an iCalendar |.icsi or vCalendar file iw:si
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List
Description
Import data from other programs or files, induding

ACT!, Lotus Organizer, Outlook data files (.PST),
database files, text files, and others.

< Badk I Mext > I[Camel]

Common formats such as ACT, DOS CSV, Lotus, Access 97-2003, PST . are available, in this test we choose
Comma Separated Values ??(Windows):

Import a File

Select file type to import from:

ACT! 3.x, 4.x, 2000 Contact Manager for Windows »
Comma Separated Values (DOS

Comma Separated Values

Lotus Organizer 4.x H
Lotus Organizer 5.x

Micrasoft Access 97-2003
Microsoft Excel 97-2003
Qutlock Data File (.pst)

Next, point the link to the folder where the CSV file has been exported from Gmail:



(") Replace duplicates with items imported
@ Allow duplicates to be created
(") Do not import duplicate items

e o> ) o

Of dll the directories listed here, select Contacts :

Import a File

Select destination folder:

=-E6t zainul. frandscus @gmail.com -
-3 Calendar ¥
----- fi5 Contacts

- Conversation Action Settings
(3] Deleted Items

-3l Drafts

-3 Inbox

38 Journal

-4 Junk E-mail .-
{1 Mews Feed

> /

i}

3 Outbox

ST Csiele Shan Sattinne

[ <gack || newt> |[ conce |

Thisimport process will happen fast or slow depending on the amount of data backed up:
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rIJ"|'||:||::-:"! and Export Progress

Al

Importing Contacts from gmail contacts.csv into ‘Contacts’

o= l.

Use Mail Merge:

Let's start with a new text, select Mail :

W90 A T

Home Insert Page Layout References ‘ Mailings

=8 b B & & B

Envelopes Labels | Start Mail Select Edit Highlight Address
Merge ~ Recipients = Recipient List | Merge Fields Block
Create | Start Mail Merge
-g . " " ] . " . 1 1 v v " " " 2 . . . ] ' . " !_ " - 0 1 . . . ‘ 3 "
I | T 0 T T T T [ T

To get used, it's best to select the Sep by Sep :



Page Layout References | Mailings

P # B B

Select Edit Highlight Addres
Recipients ~ Recipient List | Merge Fields Block
|§j Letters
1li=] E-mail Messages R
=1 Envelopes...
&) Labels...
E Directory
@ Mormal Word Document
s8]  step by Step Mail Merge Wizard...

The program will ask us to choose between the corresponding templates, our example here is E-mail messages.

| o9~ 0 A & maw |z Mail Merge - Microsoft Word o @B 82
l Homel Insert Page Layout References Mailings Review View Add-Ins Grammarly & g
'-I"—‘iJ] % calibri (Body) *1l v IS i=etze | EE4E ly && A

G2 | B L U -abe x, x| === =
Paste ®. A ! %_5 = e e Quick Change | Editing
- j A% =B ey | A Q' pali s Zl T Styles = Styles ~ x
Clipboard 1 | Font 0 | Paragraph G | Styles [F} | |
Mail Merge - X E R L - 1

» [0

Select document type
What type of document are you working
on?

) Letters

@) E-mail messages
() Envelopes

@ Labels

© Directory

ges

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

Click Next to continue.

Step 1of 6
@ Next: Starting dooument

#“ O w4

4| i | »

Words:0 | <J | |EnREaE 2% 0——-0—®

And start writing emails from blank text, templates or available documents:



r[E|g L ENT &-‘?ﬂq: Mail Merge - Microsoft Word o B =

fHome Insert Page Layout References Mailings Review View Add-Ins Grammarly & 9

'_|"—i']] 4 Calibri (Body) 11
2 B I U -abe x, x| ¢
Paste

) At Quick Change | Editing
- F| A A | A X

Styles = Styles ~ =

Clipboard . | Font G | Paragraph i Styles Pl |
i » . . . . . - - - . =
Mail Merge - _E ] L AR
-
Select starting document
How do you want to set up your E-Mail

messages?
(@) Use the current document

(0 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.

Step 20f 6
@ Next: Select redpients

“« 0 w4

@ Previous: Select document type

4| i | »
Words:0 | <J | |BuREaE 20 O—0—® .

Select Next Select from Outlook contacts :

@|H - 1) &w?é‘;lq: Mail Merge - Microsoft Word o B 2

meome Insert Page Layout References Mailings Review View Add-Ins Grammarly & g
f‘j 4 Calibri (Body) 1 - =S | EEEE & % 3

D B I U-hex, ¥ &I EEEE L=
Paste : . A LT g i Quick Change | Editing
> F | A B-A-Aa AL S| BT Styles Styles™ |
Clipboard a | Font | Paragraph G | Styles I |

Mail Merge v X E . e G R e | {1\@

Select recipients
() Use an existing list
@ Select from Outlook contacts

) Type a new st

Select from Outlook contacts
Currently, your recipients are selected
from:

[Contacts] in “zainul, franciscus @gmail.com|”
83 Choose Contacts Folder

5 Edit recpient list...

Step 3 of 6

% Mext; Write your e-mail message

w O w4

4 Previous: Starting document

4 il | »
Words:0 | J | |[EnEas amO—0U—® .

e

And use Mail Profilein the list we have set up earlier:



Select Contacts T ||
Select a contact folder to import

Narme Count Location

@ 557 Do nae s Rl he—

P Suggested Contacts 0 =5 sk s nn s e e e zeae—

Select the account you want to keep in the email section by checking:

Mail Merge Recipients

This is the st of recipients that will be used in your merge. Use the options below to add to or change your kst. Use the
chedkboxes to add or remove recipients from the merge. When your kst is ready, dhck OK.

bl

Contacts r
v I I S N
Contacts [
Contacts r
Contacts r
Contacts r
Contacts r
Contacts r

™




After that, you can edit the email as usual, and insert the appropriate data fields into the relevant sections such as

headlines, signatures, posts ..

Documentl - Microsoft Word

ayout References Mailings Review View Add-Ins
= 2] Address Block £/ A @j H 4 551
|3 Greeting Line f:,, éi_.;aFind Recipien
Highlight == - Preview
Merge Fiems!ﬁu Insert Merge Fleld]v] 2 Results %Au‘tu Check f
W First Ieview Results
_—|
x 5 i T
. Last I:} L3 |
Title |
Dear «|
Company
-

Each merged data field is enclosed by >> , and the information will be fully displayed when you finish this

process:

=

W9~ O AT &

Mail Merge - Microsoft Word

=

= X4
Home | Insert | Page Layx Referenc: || Mailings | Review View  Add-Ins | Grammar & 9

=y [Sastart Mail Merge = = (3 Address Block B | l'\-'j
ESelect Recipients * — |3 Greeting Line e i “red
Create : i . Highlight o ; Preview | Finish &
- j Edit Recipient List | perge Fields @@ Insert Merge Field - E Results | Merge =
Start Mail Merge Write & Insert Fields Finish
Mail Merge v X FE | h I 1 A !ﬁl
Write your &-mail message = =
If you have not already done so, write Dear|«Title» «Last»|
your e-mail message now,
To add redpient information to your
message, dick a location in the message,
and then dick one of the items below. A | d
5] Address block... S aVvalue L
2] Greeting line... F
g customer, we would
=y Blectronic postage...
B more items. .. H -
like to inform you
When you have finished writing your
message, didk Next. Then you can i
preview and personalize each redpient’s that we a re awa rdl ng =
message.
Step40f 6 you with a USS 500 E
®  MNext: Preview your e-mail messages (6
@ Previous: Select recipients VOUChEI’. ¥
4 | it . | >
Words: 23 | S | |EER =z = 20% o) ()

See Preview mode to check if Word handles data fields correctly after merge, with the path Next: Preview your

e-mail messages :




l‘E' H9~ 0 A = i |= Mail Merge - Microseft Word = B 2
“ Home | Insert | Page Lay:| Referenc | Mailings | Review View Add-Ins | Grammar < e
o LZiStart Mail Merge - [ Address Block B | 2y
:ﬁSeled Recipients = _] Greeting Line ““'__l r e
Create Highlight ad : Preview | Finish &
- :—{ Edit Recipient List | perge Fields @a Insert Merge Field = |2 Results =| Merge ~
Start Mail Merge Write & Insert Fields Finish
Mail Merge - X !FE ] . T 1 . \@
Preview your e-mail messages e
one of the merged messages s previewed. | D@l MIr. Franciscus
here. To preview another message, dick !
one of the following:
<< | Redpient: 551
e-) Find a redpient. .. AS a Va | UEd
Make changes =
You can also change your recipient list: {: u St O m e ri We W O u | d
= Editrecpientlist...
Excude ths recpent like to inform you
that we are awarding -
Step 5 of 6 you with a US$ 500 -
@ Mext: Complets the merge o
@ Previous: Write your e-mail message VOU C h e r s ]
[4] | 5
Words: 23 | <5 | |B Rz = 210% (=) )

If you are satisfied with the result above, select Next: complete the merge and Word will automatically send the
email template to all recipientsin the list.

Personalizethe letter header:

The whole process can be divided into specific segments as follows: select the appropriate text sample, create a
list, insert data and view Preview, and finally send to the list of recipients prepared. At this point, we can easily
recognize two other components that are not supported, namely writing titles with personal information and
setting up different attachments. In fact, we must use macros to apply in the mail merge, before completing the
entire process.

In the message template that is currently open, press Alt + F11 and double-click thisDocument to open the
Macro:



] Micresoft Visual Basic for Applications - Mail Merge =N AT =)
i File Edit View Inset Format Debug Run Tools Add-Ins Window
i Help
MR- AN 9 » 0 W SFY - Q

F-&8 Normal
£ 8 Project (Mail Merge)
| &3 Microsoft Word Objects

Then, use the following code snippet - written by macro programmer hutchinsfairy:
Dim WithEvents wdapp As Application

Dim EMAIL_SUBJECT As String

Dim FIRST_RECORD As Boolean

Private Sub Document_Open ()

Set wdapp = Application

ThisDocument.MailMerge.ShowWizard 1

End Sub

Private Sub Document_Close ()

Set wdapp = Nothing

End Sub

Private Sub wdapp_MailMergeBeforeRecordMerge (ByVa Doc As Document, Cancel As Boolean)

Dimi As Integer



With ActiveDocument.MailMerge

If FIRST_RECORD = True Then
EMAIL_SUBJECT = .Mail Subject
FIRST_RECORD = False

Else .MailSubject = EMAIL_SUBJECT
End If

i = .DataSource.DataFiel ds.Count
Duetoi>0

.MailSubject = Replace (.MailSubject, "" & .DataSource.DataFields (i) .Name & ">", .DataSource.DataFields (i)
Value,,, vbTextCompare)

i=i-1
Loop
End With
End Sub

Private Sub wdapp_MailMergeBeforeMerge (ByVa Doc As Document, ByVa StartRecord As Long, ByVal
EndRecord As Long, Cancel As Boolean)

FIRST_RECORD = True

End Sub

Private Sub wdapp_MailMergeAfterMerge (ByVa Doc As Document, ByVa DocResult As Document)
ActiveDocument.MailMerge.Mail Subject = EMAIL_SUBJECT

End Sub

Save the changes, go back to the edit page and select Next: complete the merge:



Preview your e-mail messages

One of the merged messages is previewed
here. To preview another message, dick
one of the following:

<< | Redpient: 551
Find a redpient...
Make changes

You can also change your recipient list:
Edit recipient list...

| Exdude this recipient

Step 5 of 6

#® Next: Complete the merge

4 Previous: Write your e-mail message

Click the Electronic Mail link . to send the message:



Mail Merge v X

Complete the merge

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

Step 6 of 6

¥ Previous: Preview your e-mail messages

Replace the matching merge data field, inside the > mark in the subject line:



( Merge to E-mail @‘

Message options

To: Email_Address

x = -'_-_H‘
Subject line: Deaf:%Last =}a Voucher Awaits ‘r’nu|
Mail format: | v B

Send records
@ All
") Current record

*) From: To:

[ OK | [ Cancel

The macro will automatically analyze and replace it with the Last Name section of the recipient when Word
sends thistext via email.

Attach different file types:
In the next section, we will use a support add - in that allows users to attach various filesin an email.
If you visit here, download and extract the add-in, there will be a number of Word Document templates. If you

are using Microsoft word 2007 or 2010, select CreateEM ailData Word 2007 Ver02 , but with Word 2003 , use
CreateEMailData Word 2003 Ver02 :



P = e s G |52 Seee cmreame
Organize « ENEW - Share with b =] * [T 'ﬂ

{ Favorites J f
Bl Desktop | | I,"{il -4
& Downloads 1

‘| Recent Places

o CreateEMailData CreateEMailData
=il Libraries Word 2003 Verd2 Word 2007 Verd2
:| Documents
o' Music
| Pictures
Bl vidane e
E 4 CreateEMailData Word 2007 Ver02

Copy this sample document to the % appdata% MicrosoftWordSTARTUP folder, with % appdata% being
the folder containing Microsoft startup files. In this case, C: Userszainul AppDataRoaming :

C\Windows\system32\cmd.exe h. (o @ [

C:slsersszainulXecho %appdatar
C:slUsershzainulsAppDatasRoaming

C:slUsersszainul>_

Restarting Word, you'll see two new add - ins: Create Data File and Merge to Email below the Mailing menu:



Mail Merge - Microsoft Word o B R

References | Mailings | Review View AddIns Grammary & @

2] Address Block 2~ s Hg LI;TIH L;'i:i_;j
S L" B

|5] Greeting Line 'ﬂ&

@ _ Preview | (Create | Merge | Finish &
s i Insert Merge Field » 2] | Results *] pataFile to EMail Merge ~

Nrite & Insert Fields EMail Attachments Finish

R S S i

Ll

Next, prepare the data table for example with atable with 2 columns, on the left is the recipient's email address,
on the right is the full path to the corresponding attachments, then save in the same folder with the merge email
store with the name: M ergeAttachmentsData . Thisis a required step, because if you save the file to any other
name, the add - in will not work:

W HJ 9~ 8 A F & |5 MergeWithAttachmentsDataM.. | 11 ‘ o B R
m_Hom- Inser | Page | Refer | Maili Revie| View Add- | Gram Design Layout- (=] e
] 3 S . | 2,
Create Start Mail Wiite & Preview | Create Merge | Split the EMail Finish &
v Merge ~ | Insert Fields * Results*  Template Merge |Attachments~ Merge -
| Individual Merge Letters Finish
B e
=~ .
5 | someone@somefmail.com | C\Users\zainul\Documents\AmazonVoucher.pdf |
=i v
o 2
[+
% ¥
4 | I ] »
Page:1of1 | Words: 2 |§ﬁ | p[%l}l?ﬁﬁﬁﬁ 80% (=} )

Return to the text and divide it into 2 separate files:



=

Ga

Create Merge | |Finish &
Data File to EMail | [Merge =

EMail Attachments || 7y Edit Individual Documents...

' |33 Print Documents... t&

% Send E-mail Messages...

arly

L]

A new text window will appear, press the Merge to Email button, and OK:

@l H92-0 &v ‘,,';' ﬂ._,,.l.v |+ Electronic Messages2 - Micreseft Word = = Py

mme Insert Page Layout References Mailings Review View Add-Ins Grammarly & 9

Y ; . ; N
=g | LSystart Mail Merge B « % BN
@Seled Recipients ~ - M

Create Write & Preview | Create Merge | Finish &
v _'-( Edit Recipient List | Ingert Fields »| Results | Data File to EMail | Merge

Start Mail Merge | EMail Attachments | Finish
ﬁ---l---i-------2---|---3---|---4--,J\

¥ &3

Dear Mr. Franciscus,

As a valued customer, we would like to inform you that we are
awarding you with a US$ 500 voucher.

( Create Data Source for EMail Merge @

The active document will be merged to e-mail. If you have
not prepared the data file, cancel and do so before
proceeding any further.

Cancel 0K

“ 0 om» A

4 i | »

Words:B|q'$| IElIE'TE% 130%@—0—@,,;

Set the appropriate title for the email, click OK and Outook will send your email with the attachments specified
in the datafile:



@' H9-06 ‘é‘- Y & |+ FElectronic Messag... = B =2
Hom: | Inser | Page | Refer || Maili || Revie View | Add- | Gram| & e
a & (& (2 [@ R
- i
Create Start Mail  Write & Preview | (Create Merge | Finish &
o Merge = | Insert Fields *| Results *| Data File to EMail | Merge
EMail Attachments Finish
| S . B : . 17|
FA
eMail Subject
Enter subject for the messages 0K I
A
Cancel |
z
o]
F
4| I | »
Words: 23 | < | | B BR|E =5 120% (o) 0 *) .

These are some of the basic steps to exploit, use and manage the Mail Merge feature of the Microsoft Word
editing program, along with the add - in external support. Good luck!

Y ou finished reading the article "I mproved email performance with the Microsoft Word Mail Merge
feature" 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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