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What is Mail Merge?
It is a tool available in different Word 

Processing software.

Used for creating multiple copies of a 

document or a letter.

That can be sent to a list of different 

people at the same time.

It’s essential for any person or 

organization that has a lot of 

employees, clients, partners.

Also used in schools or colleges to 

communicate with parents and children.



COMPONENTS OF MAIL MERGE
1. Main Document : It contains the 

content / main body of the letter or 

invitation that remains same for 

different people.

2. Data Source / Address block : It is an 

organized collection of names, 

addresses and information of different 

people (recipients) who will receive the 

document.

3. Merged Document : When the Main 

Document is merged with the Data 

Source, creates a Merged document.







STEPS TO USE MAIL MERGE WIZARD

Open a new Text 
document 
(Writer)

OR

Go to File  New 
Text Document. 
(Type an invitation 
/ letter)

Start the Mail 
Merge wizard using 

Tools  Mail 
Merge Wizard .



STEPS TO USE MAIL MERGE WIZARD

Step - 1:Select starting document

Step - 2: Select document type

Step - 3: Insert Address block

Step - 4: Create Salutation

Step - 5: Adjust Layout

Step - 6: Edit document

Step - 7: Personalize document

Step - 8: Save, print or send 



Step - 1: Select Starting Document



Step - 2: Select Document Type



Step - 3: Insert Address Block
(Select Address List)



Step - 3: Insert Address Block

(Add an Existing Address List)



Step - 3: Insert Address Block

(Add an Existing Address List)



Step - 3: Insert Address Block

(Add an Existing Address List)



Step - 3: Insert Address Block

(Add an Existing Address List)



Step - 3: Insert Address Block

(Creating a new Address List)



Step - 3: Insert Address Block
(Customizing the Address List)



Step - 3: Insert Address Block

(Adding New Records in Address List)



Step - 3: Insert Address Block
(Selecting Address Block)



Step - 3: Insert Address Block

(Editing Address Block)



Step - 3: Insert Address Block

(Matching the Fields with Address Elements)



Step - 4: Create Salutation

(General Salutation)



Step - 4: Create Salutation
(Personalized Salutation)



Step - 5: Adjust Layout



Step - 6: Edit Document



Step - 7: Personalize Document



Step - 8: Save, Print or Send
(Saving a Merged Document) 



Step - 8: Save, Print or Send

(Printing the Merged Document) 



Step - 8: Save, Print or Send 



MERGING MAIN DOCUMENT WITH DATA SOURCE



MERGED DOCUMENT



ACTIVITY
WORD SEARCH

ACTIVITIES/ACTIVITY-1_WORDSEARCH.pptx


ADVANTAGES
•Saves time and effort.
•Quick and easy to do.
•Easy to store information.
•Only one letter needs to be created.
•Creating bulk amount of mails or 
letters is easy.
•Much easier to proofread just one 
letter than thousands  of individual 
letters.
•A standard letter can be saved and 
reused.
• The same data source can be reused, 
reducing the risk of errors.



DISADVANTAGES

•Information in database 

needs to be kept up to 

date.

•It is used for fraudulent 

purposes and for junk 

mails.




