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1. Open Microsoft Word (2016) file. 

2. Please check your account is logged into your Microsoft account. 

 

 

3. Click ‘Mailings’ tab.  
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4. Click ‘Start Mail Merge’ 

 

 

5. Click the drop down and choose ‘E-mail Message’ 
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6. Click ‘Select Recipients’ and click ‘Use an Existing List’ 

 

 

7. Point to your Excel email address file, and click ‘Open’ 
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8. Click ‘OK’ 
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9. Click ‘Edit Recipient List’ and choose the email address to send, then click ‘OK’ 

 

 

10. Last, click ‘Finish & Merge’ 
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11. Click ‘Send Email Messages’ 

 

 

12. Recipients receives the email 

 


