Directions for Certificate Mail Merge:

to insert your student's names as well as your class name, please follow these directions: 

1. Create an Excel document with all of your student's names 

a. Make sure you have a column heading at the top of the Excel page 
Example:  Name 

2. Save and close the Excel document 

3. Print the sample Certificate template 

4. Put the Sample Certificates back into the printer 

5. Open the Mail Merge Template 

6. Click on Tools at the top of the Word document 

7. Click on Letters and Mailings , and select Mail Merge 

8. This will open up the mail merge wizard which will walk you through the rest of the process.

Step 1 of 6:   Document Type:   ● Letters 

0. Click on Next 


Step 2 of 6:   Select Starting Document:   ● Use the Current Document 

1. Click Next 


Step 3 of 6:   Click on Browse and Open the file and select the recipients 

2. Click on the word document and type your class name over the text that says ‘insert class name' 

3. Highlight the text in the document that says ‘Student's Name' 

4. Click Next 


Step 4 of 6:   Click on More Items. This will pull up the column title Name 

5. Click on insert then close 


Step 5 of 6:   Click Next

Step 6 of 6:   Click Next 

6. Click Print 

