1. Open the downloaded word and excel templates to start the mail merge.
2. Fill in the data on the excel file and save it on your desktop.
[image: ]
3. Start Microsoft Word and open a new blank document. Switch to the Mailings ribbon. Click on the Start Mail Merge menu and select the E-Mail Messages option.
[image: ]
4. Click on the Select Recipients menu and select the Use Existing List option.
[image: ]
5. Browse and select the Excel file you created earlier, and then click on the Open button.
[image: ]
6. Copy & Paste the word template that you downloaded from our website.
[image: ] 
7. To customize the contents of your message with information from your excel file:
1. Position the cursor where you want to insert the data.
2. Switch to the Mailings ribbon.
3. Click on the Insert Merge Field menu and select the field containing the data you want to insert.
[image: ]
8. Save the body of the email message the same way you would save any other Word document.
[image: ]
9. Switch to the Mailings ribbon. Click on the Finish & Merge menu and select the Send E-Mail Messages option.
[image: ]
10. [bookmark: _GoBack]From the To drop-down menu, select the field containing the email address of each recipient. In the Subject text box, enter the subject line used for the email message. From the Mail format drop-down menu, select the HTML option. For the Send records radio button, select the All option. Click the OK button to send the message.
[image: ]

image6.png
HS O Document2 - Word samahitsamal @) @

Fle  Home Inset Desgn Layout References N View Hep @ Tellmewhatyouwanttodo

1 | B v, e
= - 2 Match Fields
Envelopes Labels | StartMail  Select  Edit Address Greeting Insert Merge Finish &
Merge - Recipients - Recipient List | | Block Line | Field~ | [ Check for rrors Merge -
Create Start Mail Merge Write &1 First Name Preview Results Finish ~
i FieeERames Email -
| Mail Merge &
Invoice Number
——— Date Write your e-mail message
— Contact Number e e
Senders_ Name. now
- o add recipint information
- Senders Postion 10 your message, cick 3
Iocation n the message, and
‘one of the tems
;. ) Aderess block.
o B) Greetingine
- ¥ Electronic postage.
ame 5 More items

When you have finished
wiiting your message, dick
Next. Then you can preview
and personalize each
redpient's message.

Stepdof6
> Next: Preview your e-mail me

€ Previous: Selectrecipients

20t79words (2 Engish (United States)





image7.png
Insert D

esign  Layout  References [MIVSITES

View Hep @ Tellmewhatyouwanttodo

=

Envelopes Labels | Start Mail

Create. Start Mail Merge.

{8 E é % [3 Rules~ LI ] L] ’7
& i & E»
T Match Fields [ Find Recipient
Select Edit Highliht - Address Greeting Insert Merge Preview Finih &
Merge - Recipients - Recipient List | MergeFields Block Line  Field~ | Resuts | [ Check for Errors Merge ~
Wite & Insert Fields Preview Resuts Finish
a i ncnaten
x
Save this file
File Name
2 docx

Choose Location

[ Deskop .

Desktop

More save options

T3words [2 English (United States)

Mail Merge ~ %

Write your e-mail message
1fyou have not already done

S0, write your e-mail message

To add recpient information

to your message, click a

Iocation in the message, and
one of the items

Aderess block.
B) Greetingine
4 Electronic postage.
B0 More tems.
When you have finished
writing your message, click
Next. Then you can preview

and personalize each
redpient's message.

Stepdof6
> Next: Preview your e-mail me

€ Previous: Selectrecipients





image8.png
Bl 5o

File

2 - Word

Home Inset Design Layout References [EVSITEH Help

’ B ’7 e
& T ] @
= &4 B Match Fields
Envopes Lobdls | Sorthal Sdect Bt | Highight Addres Greeing nsrt Merge breview
Merge~ Recipients - Recipient Lt | Merge Felds Block  Line  Field~ | Results

Create Start Mail Merge Wiite & Insert Felds

73 words

2

Engish (United States)

samahitsamal @) @

Q  Tel me wht you want to do

LI ] L]
5 Find Recipient
3 Check for Erors

Preview Resuits Edit Individus! Documents. ~
Print Documents,
- Mail Merge ~ %
Send Email Messages...
Write your e-mail message

1fyou have not already done
S0, write your e-mail message

To add recpient information

to your message, click a

Iocation in the message, and
one of the items

Aderess block.
B) Greetingine
4 Electronic postage.
B0 More tems.
When you have finished
writing your message, click
Next. Then you can preview

and personalize each
redpient's message.

Stepdof6
> Next: Preview your e-mail me

€ Previous: Selectrecipients





image9.png
st Design  Layout  References RN View Hep @ Tellmewhatyouwanttodo

B — B BB B 05 Rules - Kl e[
El | [ = 8 o @ E
T Match Fields [ Find Recipient
Envelopes Labels | StartMail  Select Edit Highlight ~ Address Greeting Insert Merge Preview Finish &
Merge - Recipients - Recipient List | MergeFields Block Line  Field~ | Resuts | [ Check for Errors Merge -
areate Start Mal Merge Wite & nsert Fields Preview Resuits Finish -
Mail Merge ~ %
. Write your e-mail message
Mergeto E-mail T X Fyou have not aiready done.
5o, write your e.mail message
Message options now.
- - = To add recipient information
- = Email ‘to your message, dlick a
Subjectine: Iocation n the message, and
E Fist Past Due Remindier X ETRO
Ml format | rpa, 2
T reconts Aderess block.
. om B) Greetingine
O cunent recora 4 Electronic postage.
O Erom: To: 50 More items.
When you have finished
o Cancel writing your message, click
Next. Then you can preview

and personalize each
redpient's message.

Stepdof6
> Next: Preview your e-mail me

€ Previous: Selectrecipients

T3words [2 English (United States)





image1.png
A3

Insert  Page Layout

Hcut
B2 Copy ~
< Format Painter

Calibri

Clipboard [l

- fo

Formulas  Data

VA X

N

i

Font [l

First Name

©

Review.

Alignment [l

D

FirstPastdueReminder - Excel

Hep  Q Tellmewhatyouvanttodo

B 2

Formatting~ Table~ Styles~
[l Styles

£ WipText General

lerge & Center ~

&=

samahitsamal @) @

S AutoSum -

Wi

Insert Delete Format

& Clear~

cells

A

Sort& Find &
Fiter~ Select +

Editing ~

First Past due Reminder

Email |

Invoice Number

Date

Contact Number

Sender's Name

‘shreyad528@gmail.c

101

01012019

1234567890 Paul

1605228@kitt ac.in |

102

01-01-2019

987654321

© @~ oo s

irstPastdueReminder

<

Average: 370384891 Count: 21

sum: 2222309346 |





image2.png
(=] o Document2 - Word samahitsamal @) @

Fle  Home Inset Design Layout References View Hep @ Tellmewhatyouwanttodo

W ”‘m el [ Rules (] >
= o I Match
Envelopes Labels | StartMail  Select Finich

for Errors

Merge~ Recipients - 7.

Create 0 Letters Wiite & Insert Felds Preview Results ~
£ E-mail Messages .
Mail Merge &
B Enyelopes.
B Labels. Select document type
What type of document are
B Directory you working on?
@ Normal Word Document ® Letters
‘Step-by-Step Mail Merge Wizard. Gy
Envelopes
Labets
Directory
Letters

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

Click Next to continue.

Step1of6
> Next Starting document

Pagelof1 Owords [ Engish (india)





image3.png
(=]

Document3 - Word
Fle  Home Inset Design Layout

References

samahitsamal @) @
Mailings View Hep Q Tellmewhatyouwantto do
v O H‘m B BB D Rules 2K Y|
@ >
= T Match Fields & D
Envelopes Labels | StartMail  Select Highlight ~ Address Greeting Insert Merge Previe B Finish &
Merge~ Recipients MergeFields Block Line  Field~ & UpdateLabels | gecyps | [ Check forrors Merge
areate 2 Type s New Lit Wite & Insert Fields Preview Resuits Finish
| [ Usean Existing List..
‘Choose from Outiook Contacts.

Owords

Engish (ndia)





image4.png
Q0 Select Dota Source 3 - Word

& v 4 Es ThsPC > Desktop > V[0 SearchDeskeop Tpr——

Organize v New folder m @ » M >
@ Onediive A Name Date modified Type B Finish
[ CraveMart 12112019 2342 File folder e m“m o N
] Newfolder 12112019 1551 Filefolder
] NewFolder &) 12-11-2019 2349 Filefolder
[ screenshots 13-11-2019 1538 Filefolder
[ CraveMart @ 131120191522 Microsoft Word
71 Newfolder @2 13112019 1534 MicrosoftWord
[ Newfolder@| | B Book! 121120192350 Microsoft Excel
0 screenshoss B FirstPastdueReminder 13-11-2019 15118 Microsoft Word
3 FirstPostdueReminder 1311201917205 Microsoft Bxcel
2] Documents
) Hightadius 19-10-201901:00 Shortcut
: Downloads ) New Microsoft Word Document 131120191515 Microsoft Word
Music
] Pictures v < >
NewSource..
File name: [FirstPastdueReminder <] [AiData sources S
Tools + Cancel

Owords  English (ndia) [l -+ 7%





image5.png
Document2 - Word samahitsamal @) @

st Design  Layout  References RN View Hep @ Tellmewhatyouwanttodo

& &

57
Sl sdectEat Address Greting Isert Merge Firish &1
Merge~ Recipients ~ Recipient List | | Bock Line  Field~ |- [ Check for Errors Merge -

Create. Start Mail Merge. Wiite & Insert Felds Preview Results Finish

[ Rules-
28 Moteh Felds

"

Bs

Envelopes Labels

Mail Merge ~ %

Write your e-mail message
tnumber fyou have not already done

S0, write your e-mail message

To add recpient information

to your message, click a

Iocation in the message, and
one of the items

Adaress biock

o B Greeting ine.

£} Electronic postage.

Name B0 More items.

When you have finished
posi writing your message, dlick
ostion Next. Then you can preview
and personalize each
redpient's message.

Stepdof6
> Next: Preview your e-mail me

€ Previous: Selectrecipients

7swords [Z English (United States)





