
How To Send Mail Merge In Outlook 1

How To Send Mail Merge In Outlook

How To Send Mail
Merge In Outlook

Downloaded from
web1.enteraskincare.com

by Best & Hurley

INTRODUCTION: WHY
MASTERING MAIL MERGE IN
OUTLOOK SAVES YOU HOURS

If  you  have  ever  needed  to  send  a
personalized email to dozens, hundreds,
or  even  thousands  of  recipients,  you
already  know  the  pain  of  copying,
pasting,  and  manually  editing  each
message. It is tedious, error-prone, and a
massive drain on your time. Fortunately,
Microsoft  Outlook  offers  a  powerful

feature  that  automates  this  entire
process:  Mail  Merge.  Learning how to
send mail merge in Outlook is one of
those skills that instantly transforms you
from a manual data entry clerk into an
efficient  communication  professional.
Whether  you  are  sending  personalized
sales pitches, event invitations, follow-up
messages,  or  holiday  greetings,  mail
merge allows you to create one master
document  and  have  Outlook  generate
individualized copies for each person on
your  list.  This  article  will  walk  you
through every step of the process, from
setting up your data source to executing
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the merge and troubleshooting common
pitfalls. By the end, you will be able to
send  bulk  personalized  emails  with
confidence  and  precision.

WHAT IS MAIL MERGE AND WHY
SHOULD YOU USE IT?

Mail merge is a feature that combines a
template  document  with  a  data
source—such as an Excel spreadsheet or
an  Outlook  contact  list—to  produce
multiple  personalized  documents  or
emails.  Instead  of  writ ing  "Dear
Customer,"  you  can  address  each
recipient by name. Instead of sending a
generic call to action, you can reference
their  company,  recent  purchase,  or
specific  interest.  The  power  of
personalization  is  well  documented:
personalized emails deliver higher open

rates,  better  click-through  rates,  and
stronger  engagement.  Understanding
how to send mail merge in Outlook
gives  you  the  ability  to  scale  that
personalization without hiring an army of
assistants. It is a tool used by marketers,
sales  teams,  event  planners,  HR
departments, and small business owners
alike. The best part? It is built right into
Microsoft Word and Outlook, so there is
no  need  for  expensive  third-party
software.

WHAT YOU NEED BEFORE YOU
START

Before  diving  into  the  step-by-step
instructions, let us gather the necessary
ingredients. You will need three things:

A data source: This is your list of
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recipients. It can be an Excel
spreadsheet, an Outlook Contact
folder, an Access database, or
even a comma-separated values
(CSV) file. The most common and
easiest choice is an Excel file with
column headers such as First
Name, Last Name, Email Address,
Company, and any other
personalization fields you want to
use.
A mail merge template: You will
create this in Microsoft Word. It is
the email body that contains
placeholders—called merge
fields—for the personalized data.
Microsoft Outlook configured
with an email account:
Obviously, you need an active
email account set up in Outlook.

Both classic Outlook and the new
Outlook for Windows support mail
merge, but the steps vary slightly.
This guide will focus on the classic
desktop version, which is the most
commonly used.

One crucial tip: ensure your data source
is  clean.  Check  for  typos,  remove
duplicate entries, and make sure every
email address is valid. Nothing damages
your  sender  reputation  faster  than  a
bounce-back from an incorrect address.
Also, if you are using Excel, keep your
spreadsheet simple—one header row at
the top, and no merged cells, subtotals,
or  blank  rows.  This  keeps  the  merge
smooth and predictable.
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STEP 1: PREPARE YOUR DATA
SOURCE IN EXCEL

Your data source is the backbone of any
successful mail merge. If you are using
Excel, follow these best practices:

Open a new or existing Excel1.
workbook.
In the first row, enter your column2.
headers. For example: First Name,
Last Name, Email Address,
Company, Product Name, Discount
Code.
Fill in the data rows beneath. Each3.
row should represent one
recipient.
Save the file in a location you can4.
easily find. I recommend saving it
as an Excel Workbook (.xlsx) or,
for older versions of Outlook, as a

.csv file. Both work well.
Close the Excel file after saving.5.
Outlook and Word can read the
data while the file is closed.
Keeping it open can cause a
sharing violation error later.

When  you  are  learning  how to send
mail merge in Outlook, the quality of
your data directly determines the quality
of  your  output.  Take  an  extra  few
minutes here to ensure accuracy.

STEP 2: CREATE YOUR EMAIL
TEMPLATE IN WORD

Now, open Microsoft Word. This is where
you will design the email body and insert
merge  fields.  Follow  these  steps
carefully:

Go to the Mailings tab in the1.
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Word ribbon.
Click Start Mail Merge and select2.
E-mail Messages. This tells Word
that you are creating emails, not
letters or envelopes.
Next, click Select Recipients and3.
choose Use an Existing List.
Navigate to your Excel file, select4.
it, and click Open. If your file has
multiple sheets, choose the sheet
that contains your data and click
OK.

You  will  notice  that  nothing  visible
changes on your document yet. That is
because you need to insert the merge
fields.  Write  your  email  as  you normally
would, but where you want personalized
information, insert a merge field:

Place your cursor where you want

the first name to appear.
Click Insert Merge Field (in the
Mailings tab) and choose First
Name from the dropdown.
Repeat for other fields such as
Last Name, Company, etc.

Here is a simple example of how your
template might look:
Subject:  Special  Offer  for  «First  Name»
«Last  Name»
Dear «First Name»,
We  have  a  special  offer  just  for  you  at
«Company». Use code «Discount_Code»
to save 20% on your next purchase.
Best regards,
Your Team
The  angle  brackets  around  the  field
names  ind ica te  that  these  a re
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placeholders. When you run the merge,
they  will  be  replaced  with  the  actual
data from your spreadsheet.

STEP 3: CONNECT WORD TO
OUTLOOK

This is the step that many people miss,
and it is central to understanding how
to  send  mail  merge  in  Outlook
correctly. After your template is ready,
you  need  to  tell  Word  to  send  the
merged  documents  as  emails  via
Outlook.

In the Mailings tab, click Finish &1.
Merge.
From the dropdown, select Send2.
E-mail Messages.
A dialog box will appear with3.
several options:

To: Choose the field from
your data source that
contains the email
addresses. In most cases,
this will be Email Address
or E-mail.
Subject line: Enter the
subject of your email. You
can type static text, or you
can include a merge field.
For example: "Exclusive offer
for «First Name»" (You will
need to manually type the
field name inside angle
brackets here because the
Insert Merge Field button is
not available in this dialog).
Mail format: Choose HTML
to preserve formatting like
bold, colors, and images.
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Plain text is another option
but will strip all formatting.
Attachment is rarely used for
this purpose.
Send records: Choose All
to send to everyone, or
specify a range to test a
subset first. I always
recommend sending a test
to yourself before blasting
the entire list.

Click OK.4.

Word will now open Outlook, connect to
your  email  account,  and start  sending
the personalized emails.  Depending on
the number of recipients, this may take
a few seconds to several minutes. You
will  see a brief progress bar, and then
the emails will be in your Outlook Outbox

or  Sent  Items,  depending  on  your
settings.

STEP 4: TEST AND REVIEW
BEFORE SENDING

Before you send a mail merge to your
entire list, always test it. Here is a safe
workflow:

After inserting merge fields, click1.
Preview Results in the Mailings
tab. This replaces the placeholders
with actual data from the first
record. Use the arrow buttons to
scroll through several recipients
and verify that the personalization
looks correct.
Send a test email to yourself. In2.
the Send E-mail Messages
dialog, choose Current record or
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specify a small range like "From 1
to 1" and use your own email
address in the To field. Wait a few
minutes and check your inbox.
Verify formatting, links, and
personalization.
If everything looks good, go ahead3.
and send to your full list.

One common concern is that Outlook will
automat ica l ly  send  the  emai l s
immediately. That is true—but you can
mitigate this by sending to yourself first,
or  by  working  in  a  test  environment.
Some users  prefer  to  keep Outlook  in
Offline  mode  while  testing,  then  switch
to  Online  before  the  final  send.

ADVANCED TIPS FOR BETTER

RESULTS

Once  you  have  mastered  the  basic
process of how to send mail merge in
Outlook, you can take your campaigns
to the next level  with these advanced
strategies:

Use Conditional
Content
Word  supports  IF  fields  in  mail  merge.
This allows you to show different content
based on a condition. For example, you
could  show  a  discount  offer  only  to
customers  from  a  specific  city.  To  use
this, press Ctrl+F9 in Word to insert a
field,  and  type  something  like:  {  IF
"«City»" = "New York" "Special
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NYC Offer" "Standard Offer" }.
This  requires  some  comfort  with  field
codes,  but  it  is  incredibly  powerful.

Include Images
and Logos
Because you are using HTML format, you
can  insert  images  into  your  email
template.  However,  be  mindful  that
large  images  can  trigger  spam  filters.
Also,  when  Word  sends  the  merge,  it
may embed images directly, so they will
display  correctly  even  if  the  recipient
blocks  external  image  loading.  Use
images sparingly and always include alt
text.

Track Your
Campaign
Mail  merge  in  Outlook  does  not  offer
built-in  tracking.  To  track  opens  and
clicks, you will  need a third-party tool.
However, you can add a simple tracking
pixel or UTM parameters to your links.
Another  option  is  to  use  a  dedicated
email marketing platform for campaigns
that require analytics, and reserve mail
merge  for  transactional  or  one-off
personal  communications.

Segment Your



10

10 How To Send Mail Merge In Outlook 2023-08-22

List
You do not have to send the same email
to  everyone.  Create  separate  Word
templates  for  different  segments,  and
run  the  merge  multiple  times.  For
instance,  send  a  different  offer  to
existing  customers  versus  prospects.
T h i s  i m p r o v e s  r e l e v a n c e  a n d
engagement.

COMMON PITFALLS AND HOW TO
AVOID THEM

Even experienced users run into issues
when  learning  how  to  send  mail
merge in Outlook. Here are the most
common problems and their solutions:

Outlook does not open or the

merge fails silently: Make sure
Outlook is your default email
client. Also, ensure you are not
running a third-party add-in that
might interfere. Restart both Word
and Outlook before trying again.
Duplicate emails are sent:
Check your data source for
duplicate rows. Also, if you leave
your Excel file open, Word may
read it twice. Always close Excel
before running the merge.
Emails land in the Outbox but
do not send: This usually
happens if Outlook is set to work
offline. Go to the Send/Receive tab
and click Work Offline to toggle it
off. Also, check your send/receive
settings to ensure automatic
sending is enabled.
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Merge fields appear as blank:
This often means the field name in
your Word template does not
exactly match the column header
in your Excel file. Check for extra
spaces or spelling differences.
Also, ensure your Excel file has no
merged cells in the header row.
Recipients complain about
formatting issues: Stick to

simple formatting. Use standard
fonts like Arial or Calibri. Avoid
overly complex tables. Test
thoroughly in multiple email clients
if possible.

ALTERNATIVES TO THE CLASSIC
MAIL MERGE

While the Word-Outlook mail merge


