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What is a mail merge?
 A shortcut to sending out bulk emails that have similar text, in an 

expedient manner

What do you need to do a mail merge?
 Microsoft Excel (Excel)
 Microsoft Word (Word)
 Microsoft Outlook (Outlook)

Introduction:
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Step 1: Input the required data fields 
into Excel
 The Excel document exists to:

 help store the information needed for the mail merge
 fill in the spaces that need to be customized in the Word document
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Presenter
Presentation Notes
For my example I used book title, name, publication date, and author email addresses for the data fields. Important reminder! always note the email addresses in the data field since the email address is necessary to send the email



Step 2: Compose your message

 Write your draft email in Word

 Make sure to leave a space for the customized data fields (e.g. name, title, date, 
etc.) 
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Presentation Notes
Here is my draft message in Word. Notice that I leave an underlined space where I need the custom fields to go



Step 3: Select the Mail Merge option
 In Word, Select the “Mailings” tab in the menu bar

 Select the “Start Mail Merge” option

 From the drop-down click on “E-mail Messages”
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Step 4: Select the Excel file
 In Word, click on “Select Recipients”

 In the drop-down menu select, “Use an Existing List…”
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Step 5: Insert the data fields from Excel 
into the spaces in Word

 Highlight the space where the data field needs to be customized

 Select the “Insert Merge field” 

 Click on the data that you want inserted 
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Step 6: Preview Results
 In Word, click on “ABC Preview Results”

 Click the triangles to filter through the drafts
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Presentation Notes
This is where you can double check your work to make sure you didn’t misspell anything before sending to the author



Step 7: Send
 In Word, click on “Finish & Merge” 

 In the drop-down menu, select “Send Email Messages…”

 In the popup make sure the “To” line has the email address
 Fill in the Subject Line
 Hit “Ok” to send the emails
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Presentation Notes
Important note! You cannot add attachments to this type of mail merge. The email that sends will be a basic text email. There is a way to send attachments, but that is a higher-level skill that requires programing knowledgeA copy of the sent email will be in your “Sent” box in Outlook



QUESTION SESSION
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