
 

  
2021 

How to use Mail Merge 
with Excel and Word 
TECH TIPS 
JEREMY HEISS 



Introduction 
The Mail Merge feature is very useful for personalizing email messages delivered to multiple recipients. 
In this example I will write a single email message that references an Excel spreadsheet to email each 
user with their name in the greeting and their contact information in the message body. The fields you 
decide to use are entirely up to you, but your table must include a column of email addresses for Mail 
Merge to send the message to your recipients. Let’s get started! 

 
 Start by saving an Excel spreadsheet with user information and an email address column. For this 

example I will be using a list of people with their contact information. I have included my own email 
address to test the merge. 

 

 After creating and saving your Excel spreadsheet, open Microsoft Word and select Mailings (1), click 
Start Mail Merge (2) and E-mail Messages (3) 

 

  



 Click Select Recipients (1) and Use an Existing List (2) 

 

 Browse for and select your Excel file (1) and click Open (2) 

 



 Make sure the right table/sheet is selected (1), check the First row of data contains column headers 
if true (2), and click OK (3) 

 

 Start typing your email message (1). When you want to enter column data from your Excel 
spreadsheet, select Insert Merge Field (2) and choose the field you wish to include (3)  

 



 Finish typing the rest of your message, entering fields from your spreadsheet as necessary. In the 
example below, the user’s first name, office location, and phone number have been included from 
the Excel spreadsheet. 

 

 Click on Preview Results to preview your email messages.  

 

 As you can see, Word has filled in the fields you entered with data from your Excel spreadsheet. 

 

  



 Scroll through the messages with the arrow buttons to ensure that the data is correct and that the 
fields are properly referenced. 

 

 When you are ready to send the messages make sure you are logged in to your email client (usually 
Microsoft Outlook). Choose Finish & Merge (1) and Send Email Messages (2) 

 

  



 The To field should default to the email column in your spreadsheet (1). If it does not, you can select 
the appropriate field from the drop-down. Enter a Subject line (2) and click OK (3) 

 

 As you can see below, I received the email I sent to my own account. All the messages you send will 
appear in Outlook under Sent Items. 

 

 

That’s it! Hope you enjoyed the tutorial! 


