LEVERAGE LEAN..

“Less Clicks, More Results”

Word Email Merge

This tutorial will show you how to complete an Email Merge in Word.

Word
Open Word

(o

Word

1. Draft your email message in Word
(Leave a space if you place on inserting Recipient Specific Items into your email message)

Hello,

| wanted to reach out you about Leverage & Lean’s new Tutorial Word Mail Merge.

If you have completed a Mail Merge in Word it is time to take things to the next level and create an
Email Merge! An Email Merge is very similar to a Mail Merge but instead of Letters you are creating
Outlook Emails. The Email Merge function helps you send a large number of emails to a list of recipients
quickly out of Microsoft Word. The Email Merge feature is a collaboration across the big three
applications Excel, Outlook, and of course Word!

If you are interested in learning more just visit the Word Email Merge Tutorial page here!

Stay Awesome,
Leverage & Lean

2. Prepare your Excel spreadsheet with Recipient information

File Home  Macros Insert  Page Layq

G12 - Je
A | B | |

1 N First Name Emails
2_ Brent leveragelean@gmail.com
3_ Steph leveragelean@gmail.com
4_ Bill leveragelean@gmail.com
5_Jess leveragelean@gmail.com
- hAarl lavraranalaanmamail ~Am
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3. Click the Mailing Tab

ences  Mailings  Revie

4. Click the Start Mail Merge button

Referen

Insert  Design

=

Start Mail  Select
Merge 7. Recipients ~

Start Mail Merge

Layout

Start Mail Merge
Create one document and send it

to multiple people.

You can insert fields like Name or
Address. Word will create a copy
for each recipient and replace
those fields with that person's info.

9 Tell me more

5. From the dropdown select Step by Step Mail Merge Wizard

B

Start Mail  Select
Merge = Recipients ~

Letters
E-mail Messages
Envelopes...

Labels...

M s [ O m

Directory
@ MNormal Word Document
_;_K'I Step-by-Step Mail Merge Wizard...

s
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LEVERAGE( LEAN.

6. Select E-mail Messages as the Document Type. Click Next: Starting Document
Mail Merge ~ X%

Select document type

What type of document are you
working on?

| | Letters

'l' E-mail messages
[ Envelopes

( I Labels

[ Directory

E-mail messages

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

Click Mext to continue.
Step 1of 6

=¥ Mext: Starting document

7. Select Use the Current Document. Click Next: Select Recipients
Mail Merge ~ X%

Select starting document

How do you want to set up your
E-Mail messages?

0 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 recipient
information.

M Plercsimerm Tl
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8. Select Use an Existing List. Click Browse
Mail Merge ~ X

Select recipients
(®) Use an existing list
| | Select from Cutlook contacts
| Type a new list

Use an existing list

Use names and addresses from
a file or a database.

Browse...

m. Efi# cocininat lict
: Select recipient list file

9. Navigate to the Excel spreadsheet with the Recipients information. Select and Click Open

W Select Data Source

« ~ 4 « Tutorials » Word Email Merge ~ Q| | Search Word Email Merge P
Organize ¥ New folder =~ m @
v
Leverage & Lear *  Name Date maodified Type
Pictures Word Email Merge.xisx 3/18/2020 6:44 AM  Microsoft
= This PC
¥ 3D Objects
I Desktop
Documents
¥ Downloads
J’ Music
= Pictures
i Videos
#305(0)
¥ Network i E
File name: |Word Email Merge.xlsx V| |AII Data Sources (*.odc;*.mdb;*. V|
Tools - | Open I | | Cancel |

10. The Select Table popup will appear. Click Ok
(If there are multiple tabs in your spreadsheet make the appropriate select)

Select Table
MName Description  Modified Created Type
[E5Emailss | 3/16/2020 6:44:20 AM  3/18/2020 6:44:20 AM  TABLE
< >
First row of data contains column headers | oKk D?J | Cancel |/
|
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11. The Mail Merge Recipients popup will appear. Click Ok
(Uncheck any Recipients you want to exclude from the Email Merge)

Mail Merge Recipients

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.
Data Source |7 FirstName - | Emails - ~
Word Email M leveragelean@gm...
Word Email M... |7 Steph leveragelean@gm...
Word Email M... |7 Bill leveragelean@gm...
Word Email M... |7 Jess leveragelean@gm...
Word Email M... |7 Mark leveragelean@gm...
Word Email M... |7 Larry leveragelean@gm...
Word Email M... |7 Steve leveragelean@gm... w
Data Source Refine recipient list
Word Email Merge.xlsx %,L Sort..
ﬁ Find duplicates...
m Find recipient...
Edit... | | Refresh | validate addresses...
ok [y
A

12. (On the Mail Merge Wizard) Click Next: Write your E-mail Messages
Use an existing list

Currently, your recipients are
selected from:

[Emails$] in "Word Email Merge xlsx"
=] select a different list...
r_,g‘ Edit recipient list...
Step3 of 6

= Next: Write your e-mail message

s DrrndiAnes CEmrtine o

13. Click More Items
Write your e-mail message

If you have not already done so,
write your e-mail message now.

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

B Address block...

B Greeting line...
d Electronic postage...

R More iteaﬁ...
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14. Select the Item you want to Insert. Click Insert

Insert Merge Field

Insert:
O Address Fields @ Database Fields

Fields:

Emails

‘ Match Fields... | | Insert D{J ‘ Cancel |

(Make search your Email Items are displaying where you want)

Hello «First_Name=»,

15. Click Next: Preview your E-Mail Messages
recipient's message.

16. Use the navigation arrows to preview your Recipients Emails.
Mail Merge MR

Preview your e-mail messages

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

Recipient: 1

<o >
m Find a recipient... I}
Make changes

You can also change your recipient
list:

I_Tg Edit recipient list...

Exclude this recipient

17. Click Next: Complete the Merge

Step5of6
= Next: Complete the merge

€= Previous: Write your e-n‘b messadae
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18. (When you are ready to Merge your E-mails) Click Electronic Mail
Mail Merge v X

Complete the merge

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

Merge
D Electronic_Mail...

Merge to e-mail

19. The Merge to E-mail popup will appear. The following fields are available to update.
To: select the column that contains your email addresses.
Subject: Enter a subject for the emails being created.
Mail Format: Determine the Mail Format (Rich Text, HTML, etc.)
Send Records: Select the appropriate records to send.

Merge to E-mail ? X

Message options

To: | Ernails

Subject line: |Word Email Merge Tutorial |

Mail format; |HTML

Send records

@ Al

O Current record

OErom: | | To: | |

20. Click Ok. Word will send every recipient an email.
(You can confirm in the Sent Folder of Outlook)

Search Sent ltems £ | current Folder

All  Unread By Date = Newest ¥
leveragelean@gmail.com

Waord Email Merge Tutorial T:34 PM
Hello Steph, | wanted to reach out

leveragelean@gmail.com

Waord Email Merge Tutorial T:34 PM
Hello Brent, | wanted to reach out
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