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Objectives

To learn the concept and process of Mail Merge.

To create personalized letters/documents using 

MS Word 2007.

To understand the integration of MS Word with 

data sources (Excel/Access).

To apply ICT tools for efficient document 

preparation in educational settings.



Materials and Tools Used

Computer system with MS Office 2007 installed

MS Word 2007 (for creating the main document)

MS Excel 2007 (for preparing the data source)

PowerPoint Presentation (for explaining the steps to students)

Smart Board (to interactively demonstrate the Mail Merge process)

LCD Projector (to project the demonstration for the whole class)

Camcorder (to record the presentation for creating ICT-based video 

material for future use)



Mail Merge is most often used to print or email form letters to

multiple recipients. Using Mail Merge, you can easily customize form

letters for individual recipients. Mail merge is also used to create

envelopes or labels in bulk.

This feature works the same in all modern versions of Microsoft Word: 

2010, 2013,  and 2016.

ABOUT MAIL MERGE



PROCEDURE FOR CREAT A  MAIL MERGE 
STEP BY STEP 

USING MAIL MERGE WIZARD





































































Observations

Mail Merge successfully generated multiple 

personalized letters.

Each student’s details were inserted correctly from 

Excel into the Word document.

The process saved time compared to manually 

editing each letter.



Conclusion

This practicum enhanced my understanding of Mail 

Merge in MS Word 2007. It demonstrated how ICT 

tools can make administrative and academic tasks 

(like generating certificates, notices, and letters) 

faster and more accurate.
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RESOURCES

1.http://www.slideshare.com

2.http://www.wikihow.com

3.http://www.clker.com




