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Creating a Mail Merge from an Applicant Spreadsheet

The following training guide will show you how to create a ‘Mail Merge’ from an exported applicant
spreadsheet. Mail Merge, offered in Office products, allows personalized mass emails that can be sent
from a single Excel document. This function creates a seemingly personified email to be sent out using
fixed text that will include a personal greeting using the applicant’s name. This feature is very useful when
sending out multiple rejection emails to unsuccessful applicants who expect to be notified if they didn’t

receive the job.
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Creating an Applicant Spreadsheet

Applicant Tracking System . ) o Welcome, TestUser My Profile Help logout
1. Select the Applicant Tracking module by clicking

the three dots in the top-left corner of the screen. User Group:

O Applicant Tracking System I

Applicant Manager
O Position Management

Shortcuts ~

ine Recruitment System 2. Select Initiator from the
Colorado State University User Group drop-down menu.
Employee Portal

0 Active Applicants

Postings E) Hiring Proposals Position Requests 3 Onboarding Tasks

CURRENT STATE DAYS IN CURRENT STATE

I Evaluated Applicant
FELLOWSHIP Initiator 1868 I Unevaluated Applic

Initiator

14 Committees Served By
Initiator 86 Department last 365 Days
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Creating an Applicant Spreadsheet

Applicant Tracking System Welcome, Test User My Profile Help logout
pr— User Group:
Caneniy Y Applicant Manager v

Home Postings Shortcuts ¥

Postings / Admin Professional/ Research Professional / Academic Success Coordinator (Closed) / Summary

* See how Posting looks to Applicant
8 Print Preview (Applicant View)
8 Print Preview

[/_\] Add to Watch List

Posting: Academic Success Coordinator (Admin Professional/ Research Professional)

Current Status: Closed

Position Type: Admin Created by: Test User
Professional/ Rg
Professional
Department: Cq
Training (0000)

1. Navigate to the posting and click on the Applicants tab

Summary History Applicants Associated Position Description

Please review the details of the posting carefully before continuing.
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Creating an Applicant Spreadsheet

Posting: Academic Success Coordinator (Admin Professional/ Research Professional)

Current Status: Closed

Position Type: Admin Created by: Test User
Professional/ Research Owner:- OEO
Professional

Note: Unless you have a saved search set up, only applicants
who are in an ‘active’ workflow state will appear in the list
below when you first navigate to the Applicants tab. Description

Saved Searches v m Q More Search Options v

1. Since you will be creating an applicant spreadsheet
s containing unsuccessful (‘Inactive’) applicant information,
I "Active Applicants” QI selected records () Clear selection? you will need to export the data for ‘Inactive’ applicants.
To view inactive applicants and to add an email column,

select the ‘More Search Options’ button.

Active Applicants

_ First Name Last Name Posting Number

Pansy Parkinson 201900228AP
Note: If there are applicants in an active ‘Hold’ workflow
. Vincent Crabbe 201900228Ap state that you wish to contact as well, you will need to

export a list containing their information too.
Cho Chang 201900228AP

Luna Lovegood 201900228AP Under Review by Dept/Committee March 14, 2019 at 03:53 PM Actions v
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Creating an Applicant Spreadsheet

Posting: Academic Success Coordinator (Admin Professional/ Research Professional)

Current Status: Closed

Position Type: Admin Created by: Test User
Professional/ Research Owner- OEO
Professional

Department: College of TMS
Training (0000)

Summary History Applicants Reports Associated Position Description

Saved Searches v Search Q Hide Search Options v

Add Column: [AddCo[umn - ‘

Active/Inactive: < Inactive

1. From the expanded More Search
Unselecroul Options menu, deselect Active and
. select Inactive from the Active/Inactive
field, then click Search.

Workflow State: Select All

First Name:

Last Name:

Active Applicants b 4

"Active Applicants” @) Selected records ) Clear selection? Ao

(Actions)

Active
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Creating an Applicant Spreadsheet

Summary History ition Description
0 add the emaill co ele
a O e Ada Co arop
Saved Searches v 4e £ £ = m Q Hide Search Options v
LAdd column: N Ada cotumn v

Active/Inactive:

Workflow State:

First Name:

Last Name:

Ad hoc Search

Ad hoc Search ) Save this search? Se

First Name Last Namei

Gregory Goyle

Note: After you click Search, only
those in inactive workflow states
will show up in the list below.

Assessment Criterion - Unique Rank
Background Check Status
City

Combined Document
Contact Email

Contact Phone

Country

Document Conversion Status
Documents

Draft Application?

Duties

ployer Address
Employer City
Employer Contact Phone
Employer Country
Employer Name
Employer State

Employer Website Address late
| Employment End Date - |
" 201900228AP || Determined Did Not Meet Min Quals March 14, 2019 at 03:02 PM
201900228AP Determined Did Not Meet Min Quals March 14, 2019 at 03:11 PM
201900228AP Determined Did Not Meet Min Quals March 14, 2019 at 03:08 PM
201900228AP Application Reviewed, Not Selected March 14, 2019 at 03:18 PM

Finnigan

(Actions)

Actions v
Actions v
Actions v

Actions v
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Creating an Applicant Spreadsheet

Ad hoc Search

Ad hoc Search 0 Save this search? Selected records o

First Name

Gregory

Colin

Hannah

Seamus

George

Viktor

Dean

Lavender

Parvati

Fleur

Draco

Last Name

Goyle
Creevey
Abbott
Finnigan
Weasley
Krum
Thomas
Brown
Patil
Delacour

Malfoy

Posting
Number

201900228AP
201900228AP
201900228AP
201900228AP
201900228AP
201900228AP
201900228AP
201900228AP
201900228AP
201900228AP

201900228AP

1. To export the applicant names and email addresses to
an Excel spreadsheet, hover over the orange Actions

Workflow State (Internal)

Determined Did Not Meet Min Quals
Determined Did Not Meet Min Quals
Determined Did Not Meet Min Quals
Application Reviewed, Not Selected
Application Reviewed, Not Selected
Application Reviewed, Not Selected
Determined Did Not Meet Min Quals
Determined Did Not Meet Min Quals
Determined Did Not Meet Min Quals
Application Reviewed, Not Selected

Application Reviewed, Not Selected

Application Date

March 14, 2019 at 03:02 PM
March 14, 2019 at 03:11 PM
March 14, 2019 at 03:08 PM
March 14, 2019 at 03:18 PM
March 14, 2019 at 03:13 PM
March 14, 2019 at 03:15 PM
March 14, 2019 at 03:25 PM
March 14, 2019 at 03:27 PM
March 14, 2019 at 03:31 PM
March 14, 2019 at 03:46 PM

March 14, 2019 at 03:49 PM

button and select Export results from the drop-down menu.

Review Screening
Email 3 ; )
Question Answers
ggoylell pownload Screening
Question Answers
ccreevi
Export results I
habbor
2o 8 Dow ad Applicatio S
sfinnig Download Applications as
PDF
o S -
gweasl  reate Document PDF per
Applicant
vkrumi PF
dthomas@gmail.com Actions v
Ibrown@gmail.com Actions v
ppatil@gmail.com Actions v
fdelacour@gmail.com Actions v
dmalfoy@gmail.com Actions v
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Creating an Mail Merge from the Applicant Spreadsheet

job_applications_export_20191205_223245 - Compatibility Mode - Excel

View

Help

Rogers,Emily [

ACROBAT £ Tell me what you want to do 1% Share 7 Comments

File Home Insert Page Layout Formulas Data Review
= X : - = — @ ans! oh [ == A
Avrial 14 A A ==& - 25 Wrap Text General v S X = Y

F‘;slg [B~ Bl u- | L e e Mer <8 Canter-o $ - 9% 9 | 8 00 Co%nal Format as % Insert E F?mét (- SZort& Flfd)&

- S o == TG e 9 2 0029 Formatting~ Table~ Styles~ v v 2 " Filter~ Select ~
Clipboard & Font [ Alignment [ Number 1 Styles Cells Editing
Al v f First Name

A B C D E F G H I J K

]
2 Gregory Goyle 201900228Al Determined Did Not Meet Min Quals March 14, 2019 at 03:02 PM ggoyle@gmail.com
3 |Colin Creevey 201900228Al Determined Did Not Meet Min Quals March 14, 2019 at 03:11 PM ccreevey@gmail.com
4 |Hannah Abbott 201900228Al Determined Did Not Meet Min Quals March 14, 2019 at 03:08 PM habbott@gmail.com
5 | Seamus Finnigan 201900228Al Application Reviewed, Not Selected March 14, 2019 at 03:18 PM sfinnigan@gmail.com
6 |George Weasley 201900228Al Application Reviewed, Not Selected March 14, 2019 at 03:13 PM gweasley@gmail.com
7 |Viktor Krum 201900228Al Application Reviewed, Not Selected March 14, 2019 at 03:15 PM vkrum@gmail.com
8 Dean Thomas 201900228Al Determined Did Not Meet Min Quals March 14, 2019 at 03:25 PM dthomas@gmail.com
9 |Lavender  Brown 201900228Al Determined Did Not Meet Min Quals March 14, 2019 at 03:27 PM Ibrown@gmail.com
10 | Parvati Patil 201900228Al Determined Did Not Meet Min Quals March 14, 2019 at 03:31 PM ppatil@gmail.com

Delacour

201900228Al Application Reviewed, Not Selected

| Fleur

Note: You now have an exported applicant spreadsheet with inactive applicant
names and email addresses from which you will build your mail merge.

The following pages will demonstrate how to build an Outlook email template
that utilizes this spreadsheet.

March 14, 2019 at 03:46 PM fdelacour@gmail.com

M dmalfoy@gmail.com
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Editing the Spreadsheet for a Mail Merge

job_applications_export_20191205_223245 - Compatibility Mode - Excel Rogers,Emily
File Home Insert Page Layout Formulas Data Review View Help ACROBAT £ Tell me what you want to do 1% Share 7 Comments
] 3 - v —— T ¥ A
: I:I Arial 114 ~|A A — == - 22;WrapText General ¥ @ @ Ej @ gg @ . Z? p
& 0 .00 Conditional Formatas Cell Insert Delete Format Sort & Find &
: Formatting ~ Table~ Styles~ = * % T Filter~ Select ~
ey Note: Irrelevant columns will need to be deleted prior to creating the % Styles Cells Editing

C1

R - A G - % 9 B

BI=0-A--%8S
E

Unhide

4y “ut
1 E@ gcp}"
2 |Gregory Goyle 201900228A! Determined Did Not Meet Min Quals M [fy Paste Options: ?
3 |Colin Creevey  §201900228Al Determined Did Not Meet Min Quals M |
4 |Hannah Abbott 201900228A! Determined Did Not Meet Min Quals M —— 1
5 |Seamus Finnigan  §201900228Al Application Reviewed, Not Selected M e b A |
6 |George Weasley 201900228A| Application Reviewed, Not Selected M nsert | 2. Once the correct columns are 1
- LT 619662264 S = M Delete s=u highlighted, right click and select |
8 ean : . Lua Clear Contents |
FSMPMSSERRE 1. To delete entire columns, click onthe 2y ——— Delete from the drop-down menu. |
: 5 . = : Format Cells... ‘
10 | Parvati = corresponding letters for each column (i.e. aWETS Y el ‘ ~ an. |
11| Fleur » C, D, E). Holding down the shift key will ected M Q_cl‘““” Width-. 5 PM|fdelacour@gmail.com |
12| Draco allow you select multiple columns at once. GRS 9 PM|dmalfoy@gmail.com ;
|
|
|
|
|
|
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Starting the Mail Merge in Word

File Home Insert Page Layout Formulas Data Review View Help ACROBAT 52 Tell me what you want to do 1© Share {2 Comments
e R | R s .

i |:| E& Arial ~|10 ~| A" A === &- a5, Wrap Text General v @ @ @ @ gg @ }2? /CD

o 1L 7 - ,
Paste e ||| e 0 .00 Conditional Formatas Cell Insert Delete Format Sort & Find &

B I U- - - AL | EE=E= = 3E | B Merge & Center ~ -9 %0 £8

- X - = — i - SI98 nter $ % 9 el Formatting~ Table~ Styles~ x > o T Filter~ Select ~
Clipboard & Font i Alignment [ Number ] Styles Cells Editing
126 8 S

A B C D E F G H | J K L M N (o} P

1
2 | Gregory Goyle ggoyle@gmail.com

3 |Colin Creevey ccreevey@gmail.com
4 |Hannah Abbott habbott@gmail.com
5 |Seamus Finnigan sfinnigan@gmail.com
6 |George Weasley gweasley@gmail.com
7 |Viktor Krum vkrum@gmail.com

8 |Dean Thomas dthomas@gmail.com
9 |Lavender  Brown Ibrown@gmail.com

Most used

O Outlook

m File Explorer

Google Chrome

® J
Wg Word 1. Save the Excel document then open Word.
S snagit 2019 Editor

s

Adobe Acrobat X1 Pro
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Starting the Mail Merge in Word

Document1 - Word Rogers,Emily

File Home Insert Design Layout References Review View Help Grammarly ACROBAT £ Tell me what you want to do 15 Share {2 Comments

— = = = S ™ [ e <

& B = | | k Gl 0|

PRS0 e 1. Navigate to the Mailings tab then hover ~ # e
e B L over the Start Mail Merge button. From the /e o Aot

drop-down menu, select E-mail Messages.
1 Envelopes...
[% Labels...
E Directory
@ Normal Word Document

G# Step-by-Step Mail Merge Wizard...
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Using your spreadsheet in Word

Document1 - Word

Rogers,Emily E

File Home Insert Design Layout References Mailings Review View Help Grammarly ACROBAT £ Tell me what you want to do 1% Share {7 Comments
= =R
~ B [ . f
Envelopes Labels | Start Mai : 1. On the next page, you will need to connect the Meigeto
Merge - Recipi Excel spreadsheet to the Word mail merge. To do so, SEEEEEEh
Create =] _TypeaNew List... hover over the Select Recipients button and select : Acrobat 2

Use an Existing List... Use an Existing List from the drop-down menu.

Choose from Outlook Contacts...

[ Select Data Source X
- v A [& » ThisPC > Documents » v O Search Documents P
Organize v New folder g== - 1| 0

2. In the pop up window, locate your saved
I Desktop A Name A applicant spreadsheet then click ‘Open’.

|2] Documents

& J5 1 iob_applications_export 20191205 223245 |
‘v Downloads
?
) Music Select Table ? X
— p' ».
= Pictures ¥ pe > Name Description Modified Created
- 12/5/2019 3:45:12 PM  12/5/2019 3:45:12 PM
New Source...
File name: | job_applications_export_20191205_: VI All Data Soufices v

3. In the next pop up window, select OK
to finish connecting the spreadsheet.

Cancel
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Adding a Greeting Line to your email

Documentl - Word

File Home Insert Design Layout References Mailings Review View Help Grammarly ACROBAT £ Tell me what you want to do 12 Share 2 Comments

B RE B|B 3 D e K40 b

T Match Fields | E=

Envelopes Labels Start Mail  Select Edit Addresq Greeting fInsert Merge Finish & Merge to
Merge ~ Recipients ~ Recipient List i i L D Check for Errors Merge~ | Adobe PDF
Create Start Mail Merge Preview Results Finish Acrobat -~

1. Once the spreadsheet is connected to the
mail merge, click on the Greeting Line button.

Insert Greeting Line ? X 2. In the pop-up window, your desired
P greeting line from the Greeting line
pear v | oshua = ~ format drop-down menus.

Mr. Josh Randall Jr, ~
Joshua Randall Jr.

Josh Randall Jr.

Joshua and Cynthia Randall
Josh and Cynthia Randall

Greeting line for
Dear Sir or

Preview

Here is a previe!

1 Note: Word will show you a

preview of the greeting line here.

Dear Gregory,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

| oK I Cancel

3. When you are ready, select OK.
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Reviewing and Sending mail merge email

-0 = Document] - Word Rogers,Emily = = X

File Home Insert Design Layout References Mailings Review View Help Grammarly ACROBAT £ Tell me what you want to do 14 Share {2 Comments

<> | < DD
ABC = :
:al Find Recipient
| Find Recipien et
Results §|.> Check for Errors Adobe PDF
Start Mail Merge ! Write & Insert Fields Preview Results 1Y Edit Individual Documents...

Print Documents...

Note: You may preview the emails by clicking on the Preview

Thank you f interest in the Acac .
A e Results button. Use the arrow keys on the right to scroll

Maahibdatilahiait- SRl  through the different names. (For this to work, make sure your

R U A e Ll cursor is clicked away from the ‘<<GreetingLine>>’ area.) 2. When you are ready to send out the

We value your interest in Colorado Sta . e
. S S mass email, hover over the Finish &
Sincerely, Merge button and select Send Email

Test User, Search Chair Messages... from the drop-down menu.

Merge to E-mail
1. After sele_ctlng a greetlng line, type - 3. In the pop up window, type
out the email you wish to send. For To: o <] in your desired subject line

Sample regret letter Ianguage, please Subject line: ||scademic Success Coordinator position i for the email then click ‘Ok’.
see the 2 Mail format: |

Send records

8?:“,“ o Note: As soon as you click OK, the

O From: system will send out the emails. Be
sure everything is ready to go
before clicking the OK button.
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https://oeo.colostate.edu/media/sites/160/2019/07/Regret-letter-language.pdf

Applicant’s view of email

’I‘ \L s Academic Success Coordinator position at Colorado State University - Message (HTML)

File Message Help Adobe PDF Q@ Tell me what you want to do

6S Ignore @ E (_g @ E = Meeting mHigherEdJobs —2 To Manager E\L—l =1 Rules~ % ('zl EE 5§ [/i)v A)) q

™ Team Email \/f Done m OneNote

Delete Archive Reply Reply Forward +Z o= Move Assign Mark Categorize Follow | Translate Read Zoom
Junk ~ £ More - € Reply 2 > :
S&un Al ] More Reply & Delete 77 Create New « [ Actions~ Policy ~ Unread % Ups Z N Aloud
Delete Respond Quick Steps L Move Tags L Editing Speech Zoom

Fri 12/6/2019 11:21 AM

G Goyle, Gregory
Academic Success Coordinator position at Colorado State University

To Goyle, Gregory

Dear Gregory,
Thank you for your interest in the Academic Success Coordinator position in TMS Training office at Colorado State University.

Your efforts in preparing and submitting the application materials are sincerely appreciated. We were very pleased to have a very strong pool of candidates for this position. The Search Committee has
thoughtfully considered all applications and narrowed the list to a smaller group. Unfortunately, your application was not forwarded for further consideration.

We value your interest in Colorado State University and wish you well in your future endeavors.

Sincerely,

Test User, Search Chair

Note: All applicants will receive a seemingly
personalized email from you, addressed only to them.
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Need further help?

Please visit the OEO website for more
resources on the CSU Talent Management
System (TMS) at:
www.oeo.colostate.edu/talent-management-
system-tms

For additional help, contact
the Office of Equal Opportunity at:
(970) 491-5836
or
Email at oeo@colostate.edu
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