Mail merge using Thunderbird

1. You need to have the Thunderbird Add-on ‘Mail Merge’ by Alexander Bergmann
installed, this may well of been installed for you. To check, start Thunderbird ->
Tools menu -> Add-ons. If you see a list of installed Add-ons like:

- Add-ons Manager

antsand Tasks Tools Help

T Search on addons.thunderbird.net o
- Identity Chooser =
* a s . . Disable Remove
Identity Chooser helps you to choose the correct identity when composing a new email. More
ImportExportTools 5
N Disable Remove
Adds tools to export/import messages and folders More
Lightni
g- i . Disable Remove
Anintegrated calendar for Thunderbird More
Mail Merge
VE‘ 9 . Disable
= Create and Save or Send Multiple Individual and Personalized Messages from a Draft More
7 Mail Redirect 3 -
lﬂ " " Options Disable Remove
Allow to redirect (a.ka. "remail”) mail messages to other recipients. More
&= Signature Switch
5\5 g - : Disable Remove
Switch the signature on/off or choose a new one from your predefined set. More

erbird 60.0

If ‘Mail Merge’ is not installed then you will need to install it yourself. In the search
box at the top right of the Add-on window type in ‘mail merge’ and press the
magnifying glass. Look for the icon like that shown in the image below. Press the
big green ‘Add to Thunderbird’ button.

Register or Login Other Applications

g Add-ons
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by Alexander Bergmann 63,159 users

Create and Save or Send Multiple Individual and Personalized Messages from a
Draft

#+ Download Now A Permissions

Works with Thunderbird 60.0 - 60.*
View other versions | Download Anyway

You may be asked to install a third party application, OK these windows. Finally, you
will need to restart Thunderbird.

Documentation on the usage of this add-on -> https://addons.thunderbird.net/en-
GB/thunderbird/addon/mail-merge/?src=search

2. To use mail merge you need to have a source of information that you want to merge.
The Add-on lets you use a nhumber of sources, the ones most used will be an
Address Book, a Comma Separated Value (CSV) file or a spreadsheet. In this how-
to we’ll use a spreadsheet.
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Start Excel and populate it with your required data e.g.
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1 email firstname surname addressl address2 attachment
2 cm2l4@cam.ac.uk Chris Mortimer DAMTP CB3 OWA cm214_invoice.pdf
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The first row must contain the titles of the columns. The rows beneath contain the

data we want to merge.

Once the data has been entered save the spreadsheet file.

Now compose your Thunderbird email. To import the data from the spreadsheet you

need to add in the name of the column you want to use and add two curly opening

brackets before and two curly closing brackets after the column name e.g. | want the

email sent to cm214@cam.ac.uk to contain the line ‘Hello Chris Mortimer’, in my
composed email | need to type ‘Hello {{firstname}} {{surname}}.

Note the curly opening and closing brackets, they are not the normal ‘rounded’

brackets. In addition, note that the text in between these brackets is case sensitive, it

has to be the same as that in the spreadsheet.

Below is an example of a simple composed email:

From: Chris Mortimer <cm214@cam.ac.uk> cmZ14@hermes.cam.oc.uk
hd Reply-To: cm214@cam.ac.uk
~ To: | {femaill}

Subject:  Serninar confirmation
Hello {{firstname}} {{surnamel}},

Please find attached your invoice for the 'Fly to the moon on a budget’ seminar.

Yours,

Imin Yashed

Write: Seminar confirmation - Thunderbird - Chriz Mortimer <cm214@cam.ac.uk> L X
Eile Edit View Options Tools Help
4 send v | A Speling v @ Security (v [B) Save v S-_IE Signature v @ Attach v
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6. If you want to send the same attachment to every recipient then you can attach a file
as normal when you compose the email. The mail merge add-on allows you to send
personalised attachments, the name of the file is contained in the spreadsheet, in our
example it is in the column called ‘attachment’. To attach it we now need to start the
mail merge process, to do this, from the File menu select ‘Mail Merge’. Depending
on your Thunderbird settings, you may need to run through the spell checker first.
You will see a window like:

-

S|

Mail Merge
~General
i Spreadsheet -
Deliver Mode: Save As Dl b
Attachments: @ | c:\tmp\{{attachment}}
rSpreadsheet
File: d e
C:\tmp\maimerge.xlsx
Browse Preview
Sheet Mame:
~Batch
Start:
Stop:
Pause:
Help | | Reset | | Preview | | Cancel | | Ok |

- From the ‘Source’ dropdown, select ‘Spreadsheet’. You can now browse (and
preview the data if you wish) for the spreadsheet file.

- Select the option to ‘Save As Draft’, this allows you to review the emails before
they are sent. You can choose the option to ‘Send Now’ if you want to send the
emails straight away.

- If you want to attach personalised attachments, tick the ‘Attachments:’ option and
type in the path of the folder containing the attachments, in this case the folder
c:\tmp contains the file listed in the spreadsheet cm214_invoice.pdf.

- By pressing the ‘Preview’ button you can check to see what will be sent out e.g.
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Mail Merge
rMessage
Index: 0
From: Chris Mortimer <cm214@cam.ac.uk>
To: cm2ld @cam.ac.uk I
Co
Bea
Reply: cm2ld@cam.ac,uk
Subject: Seminar confirmation |
Body: <html> < heads < meta http-equiv="Content-Type" content="text/html; charset=UTF- N
8"> < /head> <body style="font-family: -moz-fixed; white-space: pre-wrap;">Hello Chris
Meortimer, <br=> <br> Please find attached your invoice for the 'Fly to the moon on a budget’
seminar.<br> <br>Yours, <br> <br>Imin Yashed<br> </body> </html>
Attachments: Chtmphem2l4 _invoice pdf i
SR R FR—T— — Lo ||
Here we can see whom the email will be sent to, the body of the email and the
attachment name.
- Press the OK button to create the emails.
7. If you now look your draft folder in Thunderbird, you will see the merged email(s).
You can now edit and send them. If you chose to not save the emails to Draft then
this step can be ignored.
[NEC!LIES'[ receiveda) Lea S'EHF.! H.gﬂ'[ aavice . )LIF[J.DI'E 14112 Y4 Kb
1] Seminar confirmation « Chris Mortimer 12:42 84.7 kB
11 Chris Mertimer <cm214@ cam.ac.uks # % Reply - Forward v ¢* Redirect (& Archive @) Junk T Delete  More v
-t Seminar confirmation 13:42
To cm2l4@cam.ac.uk ¥
Hello Chris Mortimer,
Please find attached your invoice for the 'Fly to the moon on a budget' seminar.
Yours,
Imin Yashed
1B [@j 1 attachment: em2l4_invoice.pdf 60.4 kB () Save v~
. Unread: 0  Total 5646 [E]Tcdaypamea
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