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How	to	send	a	mail	merge	from	excel

Ensure	the	use	of	the	uppercase	M	for	months	as	a	lowercase	m	represents	minutes.	Select	View	Code.	Click	on	the	document	where	you	want	to	insert	the	merge	field.	This	method	is	great	for	printing	address	labels	for	postage	or	printing	labels	with	attendee	names	for	an	event.	You	can	then	begin	the	mail	merge	by	specifying	the	type	of	document
you	are	merging.	In	the	VBA	window,	select	Module	under	Insert.	They	can	also	save	you	time	on	tasks	like	mailing	personalized	letters,	envelopes,	and	creating	mailing	labels.This	blog	post	will	walk	you	through	creating	and	sending	a	personalized	mail	merge	step	by	step.	This	tutorial	will	demonstrate	two	mail	merges	in	Word	from	Excel	examples.
You	can	even	preview	the	email	for	a	particularly	important	recipient	by	selecting	‘Find	recipient.’Part	3:	Using	mail	merge	in	Outlook	to	send	mass	emailsAlmost	there,	time	to	send	your	emails!	Click	‘Finish	&	Merge’	from	the	Word	menu	bar	and	select	‘Send	Email	Messages’	to	open	the	recipients’	dialog	box.Start	by	selecting	the	‘Email_Address’
column	for	the	‘To:’	field.	The	Merge	to	E-mail	dialog	box	will	open.	A	separate	document	is	generated	for	each	record	in	the	Excel	list.	Approve	it	to	continue.Insert	personalization	fields	into	your	email	templateNow	it’s	time	to	swap	out	each	of	the	fields	in	your	email	with	the	placeholder	tags	for	the	mail	merge.	Copy	the	following	code	and	paste	it
into	the	Module	window.	Below	is	a	screenshot	showing	the	button	to	get	to	the	next	members.	For	advanced	users	of	Microsoft	Office,	we	recommend	this	video	from	Kevin	Stratvert.	The	Select	Data	Source	dialog	box	will	open.	Due	to	this,	it	makes	sense	to	save	the	Word	document.	Who’s	on	your	mailing	list?	Download	your	free	practice	file.	Read
More:	How	to	Send	Email	from	Excel	List	Step	2:	Set	Up	Mail	Merge	Data	in	Microsoft	Excel	Open	a	blank	Excel	file.	From	the	Mailings	tab,	click	Select	Recipients	>	Use	an	Existing	List.	You’ll	see	the	output	in	the	Outlook	window.	A	mail	merge	is	a	fantastic	way	to	save	you	time	when	you’re	emailing	a	large	recipient	list.	When	the	document	is
merged,	the	mail	merge	fields	are	replaced	by	the	values	from	the	corresponding	record	in	the	Excel	list.	In	this	example,	choose	Wilham.	The	emails	are	sent	and	can	be	found	in	the	sent	items	folder	of	your	default	email	service,	such	as	Outlook.	Step	3	-	Edit	the	Recipient	List	The	Excel	data	is	ready	for	use,	but	you	might	not	want	to	merge	all
records	in	the	Excel	list.	If	the	labels	that	you	are	using	are	not	in	the	vendor	and	product	number	lists	provided,	click	Details	and	specify	the	custom	dimensions	for	your	labels.	Dim	rn	As	Range	Private	Sub	Worksheet_Change(ByVal	Target	As	Range)					On	Error	Resume	Next					If	Target.Cells.Count	>	1	Then	Exit	Sub			Set	rn	=
Intersect(Range("B5"),	Target)					If	rn	Is	Not	hing	Then	Exit	Sub					If	IsNumeric(Target.Value)	And	Target.Value	<	100	Then									Call	Mail_small_Text_Outlook					End	If	End	Sub	Sub	MailCellvalues()	Dim	appOutlook	As	Object	Dim	Email	As	Object	Dim	mailbody,	mailto	As	String	Dim	i,	j	As	Integer	Set	appOutlook	=
CreateObject("Outlook.Application")	Set	Email	=	appOutlook.CreateItem(olMailItem)	For	i	=	2	To	5					mailto	=	mailto	&	Cells(i,	3)	&	";"	Next	i	ThisWorkbook.Save	Email.To	=	mailto	Email.Subject	=	"Important	Notice"	Email.Body	=	"Greetings	Everyone,"	&	vbNewLine	&	"Please	raise	B5	above	100."	&	vbNewLine	&	"Regards."	Email.Display	End
Sub	Save	the	file	and	press	F5.	A	'mail	merge'	means	using	a	single	document	and	a	source	list	to	generate	a	personalized	copy	for	each	recipient.	Let’s	fix	this	next.	Say	you	need	to	email	groups	of	people	who	are	attending	training	courses	being	conducted	this	week.	Our	file	has	been	saved	in	the	desired	location.	The	Name	option	has	been
changed.	Click	Mailings	>		Preview	Results	to	check	the	results	of	the	mail	merge	from	Excel	before	completing	the	merge.	Mail	Merging	from	Excel	to	Outlook.xlsx		Related	Articles	Start	Mail	Merge	>	Labels.	Press	the	Save	a	Copy	option.	Enter	your	desired	message.	Let’s	use	the	Address	Block	mail	merge	field	for	each	label.	Select	the	Excel	file
where	the	Email	addresses	are	stored.	What	can	you	use	mail	merge	for?	In	this	tutorial,	we	saw	two	examples	of	how	to	do	a	mail	merge	from	Excel	to	Word	-	one	to	send	out	personalized	emails	and	another	to	create	personalized	address	labels.	Select	Visual	Basic.	How	to	mail	merge	labels	from	Excel	For	our	second	example,	we	will	mail	merge
from	Excel	to	Word	labels.	For	the	First	name	field,	this	is	after	the	word	“Hi”.	Mail	merge	is	typically	used	to	send	mass	emails	that	have	been	personalized	to	their	recipient	(like	replacing	“Hello!	”	with	“Hey	John!”).	Step	4	-	Insert	merge	fields	The	next	step	in	the	mail	merge	process	is	to	insert	the	mail	merge	fields.	In	the	Comparison:	list,	specify
Greater	than	or	equal.	Click	on	the	File	tab	of	the	Excel	file.	We	can	now	select	the	data	source	for	the	mail	merge	labels	from	Excel.	This’ll	return	a	field	that	will	get	populated	based	on	the	values	in	the	table.	Click	Mailings	>	Update	Labels	to	repeat	the	Address	Block	merge	field	on	all	labels.	Click	the	Match	Fields	button.	Select	the	‘Preview
Results’	button	to	see	an	email	exactly	as	your	recipient	will	view	it.	Office	will	take	you	to	Microsoft	Outlook,	where	each	email	will	be	automatically	sent	using	mail	merge.	The	remaining	settings	can	stay	as	they	are.	This	is	a	standard	document	that	we	will	send	to	all	course	attendees.	However,	due	to	strengthening	privacy	and	security
requirements,	the	global	email	standards	are	evolving,	and	email	providers	change	their	protocols	towards	third-party	SMTP	connections.	The	Data	sheet	contains	the	course	attendee	details	we	need	for	this	first	example.	A	mail	merge	works	by	importing	a	source	document	with	personalized	values,	in	this	instance,	an	Excel	data	set,	into	a	Word
document.	The	Outlook	window	will	appear,	and	you’ll	see	all	the	recipients	in	the	To	field.	Any	Word	document	can	be	used	for	a	mail	merge	from	Excel.	Start	your	free	trial	Get	access	to	110+	bite-sized	courses,	taught	by	award-winning	instructors	Start	free	trial	Important:we	cannot	guarantee	that	the	Mail	Merge	tool	will	work	(or	will	keep
working	in	the	future)	with	your	particular	email	account.	It	is	now	formatted	as	required.	Locate	and	select	the	data-source.xlsx	workbook	for	the	data	source.	In	the	Merge	to	E-mail	window,	ensure	that	Email_Address	is	selected	in	the	To:	field.	Now	the	2nd	member	is	showing.	Choose	the	relevant	column.	The	Word	document	contains	mail	merge
fields	for	the	input	of	personalized	information.	Mail	Merge	templates	are	best	drafted	without	worrying	about	personalization	fields.	An	asterisk	has	been	entered	in	the	place	where	the	mail	merge	field	will	be	inserted	later	in	this	tutorial.	Press	Open.	One	is	to	send	a	personalized	email	to	recipients	in	an	Excel	spreadsheet.	Each	course	features
bite-sized	video	tutorials	and	practical	exercises	to	test	what	you	have	learned.	Next	Record	fields	are	inserted	into	all	labels	except	the	first	one.	The	Select	Table	window	lists	all	sheets	within	the	workbook.	Enter	a	subject	in	the	Subject	line	box.	Do	this	for	the	Date	variable.	Click	the	Filter	link	below	the	list	of	records.	Click	the	Edit	Recipient	List
button	on	the	Mailings	tab	of	the	Ribbon	to	show	the	Edit	Recipients	List	window.	Choose	the	Email	option	in	the	To	box.	And	also	a	column	containing	the	email	address	of	each	recipient.	Sub	massEmails()	Dim	appOutlook	As	Object	Dim	Email	As	Object	Dim	mailbody,	mailto	As	String	Dim	i,	j	As	Integer	Set	appOutlook	=
CreateObject("Outlook.Application")	Set	Email	=	appOutlook.CreateItem(olMailItem)	For	i	=	2	To	5					mailto	=	mailto	&	Cells(i,	2)	&	";"	Next	i	ThisWorkbook.Save	Email.To	=	mailto	Email.Subject	=	"Important	Notice"	Email.Body	=	"Greetings	Everyone,"	&	vbNewLine	&	"Please	go	through	the	Company	Rules."	&	vbNewLine	&	"Regards."
Email.Display	End	Sub	Save	the	file	and	press	F5	to	run	the	code.	However,	the	results	of	the	mail	merge	are	formatted	in	an	mm/dd/yyyy	format.	Our	data	has	only	a	few	records,	so	we	can	merge	all	records.	Go	to	Mailings,	then	choose	Select	Recipients	and	select	Use	an	Existing	List.	The	following	image	shows	the	Excel	list	that	will	be	used	for
our	first	mail	merge	from	the	Excel	example.	Download	the	Practice	Workbooks	Download	this	workbook	to	practice.	Read	More:	How	to	Send	an	Editable	Excel	Spreadsheet	by	Email	Download	the	Practice	Workbook	Send	Multiple	Emails.xlsm	Related	Articles	Finish	&	Merge	>	Print	Documents.	If	you	don’t	see	it,	simply	navigate	to	the	Ribbon
settings	under	the	file	menu	and	make	sure	the	Mailings	Tab	is	checked	in	the	list	of	sections	to	include.Step	1:	Start	your	mail	merge	from	the	ribbon	button	by	clicking	‘start	mail	merge’	and	selecting	‘Email	Messages’	from	the	pull-down	list.Step	2:Click	‘Select	Recipients’	from	the	drop-down	list	to	define	our	data	source.Choose	‘Use	an	Existing
List…’.Select	your	Excel	document	from	the	file	picker.When	the	system	will	show	you	the	table	selection	dialog,	select	the	appropriate	sheet	and	data.Note:	If	you’re	on	Mac,	a	dialog	box	asks	if	you	want	to	trust	the	Excel	Workbook	text	converter,	connecting	your	Excel	spreadsheet	to	your	Word	Email.	Here,	we	are	sending	an	email	informing	the
deadline	for	the	internet	bill	payment.	Steps:	Right-click	on	the	sheet	name.	The	issue	is	that	some	of	the	headers	from	our	Excel	data	source	were	not	recognized,	and	we	need	to	match	them	to	the	appropriate	mail	merge	field.	Under	the	Mailings	tab,	select	Salesman	from	the	Insert	Merge	Field	drop-down.	And	neither	is	the	Postcode	field	from	our
data	source.	Minor	errors	are	easy	to	miss	when	you’re	working	with	bulk	messages.Part	1:	Configure	the	data	used	to	personalize	your	messageThe	most	common	personalization	used	in	a	mail	merge	emails	is	to	include	the	recipient’s	name	in	the	message	greeting	line.	You	will	see	the	sent	emails.	Press	the	Save	button.	Mail	merge	in	Word	is	very
useful,	and	there	are	many	other	reasons	that	people	benefit	from	its	use.	Read	More:	How	to	Send	Excel	File	to	Email	Automatically	Method	2	–	Using	Excel	VBA	for	Sending	Multiple	Emails	from	a	Spreadsheet	Case	2.1	–	Mass	Emails	to	a	List	Steps:	Select	Developer	and	choose	Visual	Basic.	Thankfully,	you	can	filter,	sort,	and	manually	exclude
records	from	a	mail	merge.
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