Email Mail Merge Using Mail Merge Toolbar

Mail merge is a tool you can use if you want to send an email to a large
number of people, but would like to include some information in each email
that is specific to the recipient. For example, you want to send an email to a
list of people letting them know where and at what time their appointment
is. The location for each appointment remains the same in each email.
However, each person has a different appointment time, so you want to be
able to include this specific information without having to send individual
emails. The information in the email that is specific to each user is pulled
from a spreadsheet that you’'ve created. For example, if you'd like to include
the first name, last name, address, city, state, and appointment time in the
email, create a spreadsheet that contains these column headings and
information. Also, be sure to include a column for email addresses, since this
is how the mail merge tool will know where to send the email.

Before you begin the mail merge process, you’ll want to make sure your
spreadsheet is ready for a mail merge. The column headings will end up
being your merge fields. When using mail merge to send email, make sure
your spreadsheet has a column labeled “Email” with email addresses in it
since that is where Word and Outlook will pull addresses from.

1. Open a blank Word document.

Tools | Table Window  Help

Click Tools = Letters

A.f? Spelling and Grammar. .. F7 and Mai”ngS 9 ShOW
Al Research... alt+Click Mail Mel’ge Toolbar
Language 3
word Count:, .,

7;] AukoSummarize. ..

Speech

Shared Workspace, ..
1 # Track Changes Chrl+Shift+HE
Compare and Merge Documents. ..

Prokect Document., ..

Online Collabor ation »

Letters and Mailings 3 | Mail Merge. ..

Macro 3 Showe Mail Merge Toolbar

Templates and Add-Ins... =1 Envelopes and Labels. ..
= AukoCorreck Options. .. Letter Wizard. .

Customize. ..

Options...

2. Click the first button on your left (Main document set up)
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3. Choose Email Messages and click OK
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4. Click on Open Data Source (2" button in)
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6. Compose email message inserting merge fields using the 6™ button on
the tool bar (Insert Merge Fields) where necessary
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Dear «First_MName:s,

The event has been cancelled.
sincerely,

Joe Smith

7. Click View Merged Data
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8. If all looks as you would like it, click merge to email

9. Enter Subject
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