Mail Merge with google docs & sheets

1- Login your email id in the browser

2- Click on the given link & install the plugin
https://workspace.google.com/marketplace/app/mail_merge_for_google docs/799434348782
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3- Open google sheet. Create name & email id list
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1 Name Email ID
2 Rahul rahulv@iiitd.ac.in
3 Yogesh yogesh@iiitd.ac.in
4 | Adarsh adarsh@iiitd.ac.in
5 Bhawani bhawani@jiiitd.ac.in
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4- Open new google doc & click on mail merge option
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5- Click on email option
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Mail Merge

To get started, select a mail merge type.

Letters
Create documents, invoices or letters.

Envelopes

Print envelopes for a group maiing

= g Emails

Send emails to a group of people

Labels

Print address labels and name badges.

6- Select spread sheet which you created as per point number 3
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Once you have selected a spreadsheet.
you wil be able to insert merge fields
Type @ to insert NEXT CANCEL
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7- Type the mail as per requirement & insert the merge field
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Wirte your

i message
If you have not already done so, write your
e-mail now in the document. If you have
written a draft in Gmail, copy/paste it
Dear| iy

Q@

s
To add recipient information, click a
location in the message and then select
the merge field below.
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e et merge field

ompete the merge
+ When you have finish witing your
message. click "Next" to continue
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8-for attachment you can upload the file in the drive & insert the link
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for attachment insert the link
here

Complets the merge
Mail Merge is ready to send your emails
Click "Send emails” to continue.

Dear {{ Name }} ,
{ B ) CANCEL
This is a test mail
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9- You can preview the email & Send it
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Complete the merge
Mail Merge is ready to send your emails.
Click "Send emails" to continue.

Dear {{ Name }} ,
e SEND EMAILS eC[s3E

This is a test mail
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