
How to 
Mail Merge

Brought to you by 



Tools Required:



Step 1 – Database in Excel
Step 2 – Name all columns 



Step 3 – Letter Template



Step 4 – Start Mail Merge



Step 4 – Start Mail Merge – Click Letters



Step 4 – Start Mail Merge – Select Recipients -
Use an Existing List



Step 4 – Start Mail Merge – Select Recipients



Step 4 – Start Mail Merge – Select Table - OK



Step 5 – Adjusting Template

1. Cursor

2. click

3. Select
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Step 5 – Adjusting Template – Delete Place 
Holders, Change Font



Step 5 – Adjusting Template – Review and 
Adjust Final



Step 6 – Finish & Merge – Edit Individual - OK



Step 7 – New File – Ready to Print. Make 
changes to template


