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About Mail Merge 
Mail merge is a technique that allows you to create a batch of personalised 
documents from a template document and data source.  

For example, letters addressed to individuals, appointments customised with 
personal data, certificates tailored to individual students and courses.  

A data source can come in many forms, but an Excel Spreadsheet is a common 
format as many workplaces use it.  

Preparing a spreadsheet for use in a mail merge  
Data that you intend to use in your mail merge should be on the first sheet of an 
Excel workbook. 

The column headings in your spreadsheet will become the fields in your mail 
merge.  So, if you want to personalise a document with first name, surname, 
appointment time, date of appointment, account number, or other details, these 
will need to be column headings in your data source. 

Each row below the column headings (often referred to as a record) can be 
converted into an individual document.     

Data such as percentages, currency, postcodes, etc.  should be formatted in the 
spreadsheet exactly as you would like them to appear in the document. 

The spreadsheet should be checked for accuracy and saved in an accessible 
location prior to connecting it to Word to begin the mail merge. 

Here is an example of a mail merge data source. 

 

Connecting the data source 
To begin you can open Word and create a new, blank document or open a 
template.  Templates can be self-created or provided by Office. 

All mail merge operations take place in the Mailings Tab. 



Features in the Mailings Tab will be greyed out until a source is created.  

The source can be manually typed ‘on the fly’ using Type a New List. 

It can also be provided from Outlook Contacts, if this is the software you use 
for emails. 

The option that we will use is Use an Existing List.  This list will be the Excel 
Data Source file provided by the tutor.  

 

Upon selecting this option, you will be prompted to navigate to the Data Source 
file.  Your sheet will be listed as a table, and you should ensure that the First 
row of data contains column headers option is ticked before clicking OK.   

 

Once connected, the options in the Mailings Tab will no longer be greyed out. 

You can now use the Edit Recipient List to check your source has been loaded 
and filter out any records that you do not want to include.     

 



Column headings from your data source will be added to the Insert Merge Field 
dropdown for use in your document. 

 

These generic fields should be used in the document in place of the actual data 
from the record.  

Try typing the following message using the Insert Merge Fields  option to add 
the generic fields.  Take care with punctuation and layout, as they are easier to 
fix while writing than retrospectively. 

 

Once the sentence is prepared you can preview the merge using the Preview 
Results option.   

 

  



The first record will be loaded, and the arrows can be used to view next (and 
previous) records to check for errors. 

 

In order to complete the merge, you can click the Finish and Merge option. 

 

Edit individual documents is the most common option, as this allows for 
proofreading and ‘tweaking’ of any documents that might have errors that 
weren’t spotted when preparing the data source. 

Since you have already filtered the source using the Edit Recipients List option, 
you can merge All. 

 

It is also possible to print just the current record or a range of records but, this is 
only necessary if you didn’t carry out the earlier step of selecting recipients. 

A new document will load containing the batch of individual documents with the 
generic fields replaced by the records from the data source. 

You have now completed your first mail merge and can try the following tasks.  

  



Task 1 
Open a new, blank Word document and link the data source file using the Select 
Recipients option. 

Choose any 5 recipients using the Edit Recipient List option. 

Create the following letter and carry out the merge. 

Note: to type on the line below without a space between lines, use SHIFT + 
ENTER instead of just ENTER.  Items in bold should be replaced with your details.  

 

  



Task 2 
Create a new document based on the Confetti Thank You template.  If this 
template is not available, you can select any similar alternative. 

Link the data source file using the Select Recipients option. 

Choose any 5 recipients using the Edit Recipient List option. 

Edit the template as per the outline below. 

 

You can click the Design Tab and change the theme if you want to choose an 
alternative colour scheme. 

Check your preview, make any necessary corrections, and carry out the merge. 

  



Task 3 
Create a new document using the Labels option on the Mailings Tab. 

 

If this label template is not available, you can select any similar alternative. 

Select the table and use the Layout Tab to adjust the alignment of your labels to 
Align Centre. 

 

Link the data source file using the Select Recipients option. 

Edit the template as per the outline below. 

Note: If you do not want a page full of the same label, you can use the Next 
Record entry from the Rules dropdown. 

 



Fill the page quickly using copy and paste. 

When you finish and merge, the result should be 4 pages of individual labels. 

If you want to experiment, you can also add colour, images, borders and other 
elements to your labels. 

Task 4 
Create a Letter Data Source with the following column headers:  

 Name 
 Gender  
 Achievement 
 Family Members 

Complete with some dummy data. 

 

Be careful with formatting so that it makes sense when added to the letter. 

You can add as many as you want.   

Link the data source file using the Select Recipients option. 

Type a letter as follows – your formatting can be different. 

For reference this one uses a combination of Bradley Hand ITC size 22, 
Copperplate Gothic size 24, Aptos Display in superscript caps size 16 and a green 
3D border above and below the letter. 



 

  



Extra Information 
Software like Microsoft Forms will allow you to export form data in Excel format.   

 

Once you have this data, it can be saved as a data source and used to populate 
other forms in Word.  Data can be cleaned up to remove Id, Start time, 
Completion time and other information that isn’t required.  You can also use the 
Table Design Tab to remove duplicates. 

Date Formats 
Sometimes, date fields will present in a different format to the one required.  To 
fix this, right click on the date and select toggle field codes or use SHIFT + F9.   

   

The current field code can be edited to show dates in a different format by 
adding date codes.  Here are some examples of date codes. 

DD – a two-digit date like 01, 02, or 31 

DDD – short form days like Mon, Tue, or Fri 

DDDD – long form days like Monday, Tuesday, or Sunday 

MM – a two-digit month like 01, 06, or 12 

MMM – a short form month like Jan, Feb, or Aug 

MMMM – a long form month like January, February, or December 

YY – a two-digit year like 20, 22, or 24 

YYYY – a four-digit year like 2020, 2022 or 2024. 

Combinations of these, with symbols and words can be added before the final 
curly brace using the following syntax  \@”DATE CODE” 



 

Shows as follows: 

 

 

Shows as follows: 

 

Match Fields 
Sometimes your data source will have column headings that Word doesn’t 
interpret or match correctly.  If this happens, you can use Match Fields to tell 
the system which ones you want it to use. 

 

 

 



Building Blocks 
You may have also noticed that the Mailings Tab also has some built in options 
for Address Block and Greeting Line. 

Address Block will gather all address lines together (although take care as it 
might not always format them in the way you want them to).   

 

Manually adding fields is a more reliable option in this situation.   

The Greeting Line will add Dear or To before the recipient’s name. 

 

It also has a neat ‘fall back’ in cases where the name is blank and can instead 
write Dear Sir or Madam or To whom it may concern. 

Addons 

If you have Adobe Acrobat installed, you may also find you can Merge to Adobe 
PDF.  PDFs can be prefixed with a filename and can be sent automatically by 
email.   

Please test all features thoroughly with dummy data before using for ‘live’ 
clients.  

 


