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THE OPEN UNIVERSITY OF KENYA

DESIGN PLAN

The Design Plan presented below reflects the CUE suggested Plan but goes beyond that to specify how each outcome will be handled. All modules are based on this Design Plan.
Note: The principle of constructive alignment informs this Design Plan.


	Programme title
	BACHELOR OF TECHNOLOGY EDUCATION

	Course title
	CIT 122 Computer Applications

	Learning Module number
	CIT 122-05

	Learning module title
	Mail Merge 

	Module Developer
	Dr. Mary Mwadulo

	Module duration in hours
	6 Hours

	Instructional Hour Equivalent (Divide duration by 2)
	

	Reviewed by
	

	Vision
	The innovative university for inclusive prosperity

	Audience description
	The audience for mail merge  module includes individuals, organizations or undergraduate students who would want to learn the skill of generating customized documents or communications, such as letters, emails, or reports, by merging data from multiple sources.

	Instructions to learners
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	Designer:Provide an audio with  the followed prerecorded informations 
Welcome to Mail Merge module! As your facilitator, I'm here to guide you through this learning experience.
Here are some instructions to help you get started:
1. Familiarize yourself with the course materials: Ensure you understand what you'll be studying in this module, what the learning outcomes are, and how the course is structured.
2. Manage your time effectively: Set aside a specific amount of time each day or week to work on this module. Make a schedule that works for you, and stick to it as much as possible.
3. Stay organized: Keep track of your progress by taking notes, using a planner, or using an online tool to keep track of your assignments and deadlines.
4. Participate in the online discussions: Take advantage of any online forums or discussion boards that are available to you. Engage with your fellow learners, ask questions, and share your own experiences and insights.
5. Complete all assignments: Make sure you complete all the assignments and quizzes associated with this module. This will help you reinforce what you've learned and prepare you for any assessments that may be required.
6. Seek help when needed: If you're struggling with any part of the module, don't hesitate to reach out to your facilitator or the support team for help. They're there to assist you and help you succeed.

Remember, learning is a process, and everyone learns at their own pace. Don't be discouraged if you encounter challenges along the way. With persistence and effort, you can master the material and achieve your learning goals.

 Good luck!


	Learning module description
	This learning module provides participants with the knowledge, skills, and best practices to effectively collaborate and manage documents using word processors, enhancing their productivity, efficiency, and professionalism in collaborative document workflows. 
Teaching Methodology
· Step-by-step demonstrations and tutorials for using word processing software.
· Hands-on practice exercises to reinforce learning.
· Real-world examples and scenarios to illustrate practical applications.
· Interactive discussions and Q&A sessions to clarify concepts.
· Supplemental resources, such as cheat sheets and quick reference guides, for further learning.
Target Audience
· This learning module is designed for individuals or teams who use word processors for document collaboration and management in various professional contexts, such as business teams, remote workers, researchers, content creators, project teams, educators, and legal teams. It is suitable for participants with intermediate to advanced level proficiency in using word processing software, who are seeking to enhance their skills in collaborating and managing documents efficiently within a word processor environment. 
Duration
· The module can be completed in approximately 6 hours, depending on the pace of the learners and the depth of content covered.


	Module objectives:

	The module seeks to facilitate learning about:
1. Mail merge and its benefits, applications in creating personalized documents, such as letters, labels, and envelopes and components.
2. The importance of mail merge in combining data from different sources into a unified document.
3. Mail merging process in a word processor, including selecting data sources, inserting merge fields, and previewing and completing the merge process.
4. Document customization in personalizing documents based on data, formatting merged fields, and using conditional fields for dynamic content.

	Module learning outcomes:


	By the end of the module  you should be able to:

1. Explain the concept of mail merge and its, benefits, components and applications in creating personalized documents, such as letters, labels, and envelopes.
2. Discuss the importance of mail merge in combining data from different sources into a unified document.
3. Perform mail merge using a word processor, including selecting data sources, inserting merge fields, and previewing and completing the merge process.
4. Employ document customization skills to personalize documents based on data, formatting merged fields, and using conditional fields for dynamic content.

	Planned Learning Resources
	A Computer, course modules, online based materials, virtual lab, recorded lecturers, assessment tools, online videos, case studies, LMS, eBooks, books, interactive quizzes, Smart phones, virtual tools such as Zoom , google meet

	ACTIVITY 1: INTRODUCTION
VIDEO 1: Pre-recorded lecture on topic emphasizing LEARNING OUTCOME 1:
 Factual knowledge.
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	Designer: Provide a video with  the following prerecorded information
Welcome to this module on Mail Merge and data integrations. The module focuses on the following:
· Definition of mail merge
· Benefits, components and application of mail merge
· Use of mail merge


Let’s get started!

Mail merge is a software function that enables you to create personalized documents such as letters, envelopes, labels, or emails by combining a master document or template with a data source. The data source typically contains a list of names, addresses, and other relevant information that you want to include in your document. By using mail merge, you can produce a large number of personalized documents quickly and efficiently, without having to manually create each one.
How to use mail merge,
a. First create a master document or template that contains the content and formatting that you want to apply to each document. 
b. Then connect your master document to your data source, which can be a spreadsheet, database, or other type of file that contains the information you want to include in your documents. 
c. Next, you use mail merge software to combine your master document and data source, creating a new document for each record in your data source.
d. Finally, you can preview, edit, and print or email your merged documents.
Mail merge is commonly used for producing form letters, invoices, or mailing labels for large groups of people, such as customers, clients, or members of an organization.

Application of Mail Merge
Mail merge can be useful in many situations where you need to produce a large number of personalized documents, such as letters, envelopes, labels, or emails. Here are a few common examples of when to use mail merge:
1. Sending personalized letters or emails to a large group of people: If you need to send the same message to a large group of people, but you want to personalize each message with the recipient's name, address, or other information, you can use mail merge to quickly and easily create customized letters or emails.
2. Generating invoices or receipts: If you need to generate invoices or receipts for a large number of customers, you can use mail merge to create customized documents with each customer's name, address, and order details.
3. Creating mailing labels or name tags: If you need to print a large number of mailing labels or name tags for an event, you can use mail merge to create a template and merge it with a list of names and addresses to generate customized labels or tags for each attendee.
4. Producing form letters or reports: If you need to produce a large number of form letters or reports that contain some personalized information, such as the recipient's name or address, you can use mail merge to create customized documents quickly and efficiently.
Overall, mail merge can be a useful tool whenever you need to produce a large number of personalized documents, and it can save you time and effort compared to creating each document manually.

Benefits of Mail Merge
One of the main benefits of using mail merge is the ability to save time and effort by automating the process of creating personalized documents.
With mail merge, you can create a single master document or template and then merge it with a data source to produce multiple customized documents with minimal effort.
Another benefit of using mail merge is the ability to ensure data accuracy and consistency across all documents.
By using a data source to populate individual fields in each document, you can minimize the risk of errors or inconsistencies that might arise from manually entering data into each document.
Mail merge also allows you to personalize your communications with customers, clients, or members of an organization, which can help to build stronger relationships and improve engagement.

Components of Mail Merge
The components of mail merge include:
1. Master Document or Template: This is the main document that you create in your word processor, such as a letter, envelope, or label. The master document contains the content and formatting that you want to apply to each merged document.
2. Data Source: This is a file containing the information that you want to insert into the master document, such as names, addresses, and other relevant data. The data source can be a spreadsheet, database, or other type of file that is compatible with your word processor.
3. Merge Fields or Placeholders: These are placeholders in the master document that correspond to specific fields in the data source, such as the recipient's name, address, or order details. Merge fields allow you to insert personalized information into each merged document.
4. Merged Documents: These are the final documents that are created by merging the master document with the data source. Each merged document is a unique document that contains personalized information based on the data in the data source.
5. Preview and Edit Functionality: Most mail merge software allows you to preview and edit the merged documents before finalizing them. This functionality allows you to ensure that each document is accurate and looks the way you want it to before printing or emailing.

By utilizing these components of mail merge, you can easily create personalized documents with minimal effort and ensure that each document is accurate and consistent.



	
	1. Click the link below to watch the video on application of mail merge in creating personalized documents, such as letters, labels, and envelopes.
2. Write your own notes to summarize what you have watched. This notes will guide you in responding to the questions that follow.

Video 1
Title: Ms-Word Mail Merge
Video Link: https://youtu.be/iCxm0RZG4Fk
Source: Tutorial Point
Time taken to watch the video (minutes: seconds): 9:16



	ACTIVITY 2: READING
READING MATERIAL 1
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	1. Access the reading material below and read on application of mail merge in creating personalized documents, such as letters, labels, and envelopes.
2. Make your own notes as they will guide you in answering the questions that follow.


Benton, C. J. (2016). Microsoft Word Mail Merge The Step-By-Step Guide. (n.p.): CreateSpace Independent Publishing Platform.

Designer: avail the reading materials for the learner

	
	

	ACTIVITY 3:  Comprehension questions:


[image: Shape

Description automatically generated with low confidence]
	5. Having watched the videos and read the book chapter on mail merge and its benefits, components and applications in creating personalized documents, such as letters, labels, and envelopes, attempt ALL of the following multiple choice questions. 
1. You are expected to get at least eight questions correct in order to proceed to the next activity.
2. This Activity will be graded


Questions
1. What is Mail Merge?
A. A technique used to create personalized documents
B. A program used to send emails
C. A process of sending spam emails to multiple recipients
D. A way of creating a backup of your emails

2. What are the benefits of using Mail Merge?
A. Saves time and effort
B. Provides personalized communication
C. Reduces errors and mistakes
D. All of the above


3. What are the components of Mail Merge?
A. Main Document, Data Source, Merge Fields, Output Document
B. Main Document, Merge Fields, Templates, Data Entry
C. Data Entry, Templates, Merge Fields, Output Document
D. Data Source, Main Document, Output Document, Templates

4. What applications can be created using Mail Merge?
A. Letters
B. Labels
C. Envelopes
D. All of the above

5. What applications can be used for creating personalized documents using mail merge?
A. Microsoft Word and Excel.
B. Adobe Photoshop and Illustrator.
C. Google Docs and Sheets.
D. All of the above.

6. Mail merge is not useful for businesses that only send a few personalized documents at a time.
Answer: False

7. Mail merge requires advanced computer skills and cannot be done by beginners.
Answer: False

8. Mail merge can only be used for creating documents in English language.
Answer: False
9. Mail merge can only be done in Microsoft Word.
Answer: False
10. Mail merge is only used for creating letters and envelopes.
Answer: False

Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast eight correct answers then the learner should be referred back to watch the videos and re read the book chapter


	LEARNING OUTCOME 2: CASE 1:
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	1. Read the case scenario below on the importance of mail merge in combining data from different sources into a unified document
2. Write your notes to summarize what you have understood from the case scenario. These notes will guide you in responding to the questions after the case.
3. Respond to the questions after the case
4. Each question carries one point
5. Upload your answers to the LMS.
6. Each answer you  give should not exceed twenty (20) words

Case Study: Mail Merge for a Non-Profit Organization
A non-profit organization that regularly communicates with its donors and supporters faced a challenge: they had donor data stored in multiple locations, including their email marketing software, CRM, and donation management software. This made it difficult to create personalized communications that included all of the relevant donor information.
To address this issue, the organization implemented a mail merge solution that combined data from all of their systems into a unified document. Here's how they did it:
Identify Data Sources
The first step was to identify all of the data sources that needed to be integrated. This included the email marketing software, CRM, and donation management software.
Map Data Fields
Next, the organization mapped the data fields across all of the systems to ensure that each piece of data was correctly identified and could be merged into a unified document.
Implement Mail Merge Solution
The organization implemented a mail merge solution that allowed them to extract donor data from each system and merge it into a single document. The solution also allowed them to automate the process so that new data was automatically added to the document as it became available.
Create Personalized Communications
With all of the donor data in one place, the organization was able to create personalized communications that included all of the relevant donor information. For example, they could include the donor's name, donation history, and previous communications with the organization in a single email.


1. After reading the case scenario on the importance of mail merge in combining data from different sources into a unified document, answer the questions below.
2. The write-up of your answers should not be more than 200 Words
3. Upload the write-up of your answers on to your E-Portfolio on  the LMS 

Questions
1. State three examples of personalized communications that can be created with mail merge for the non-profit organizations
2. Explain ways mail merge can be useful for non-profit organizations that regularly communicate with donors and supporters? 

3. Explain two challenges that the organization might face when implementing a mail merge solution, and how can these challenges be addressed?

	[bookmark: _Hlk131239802]ACTIVITY 5: READING MATERIAL 
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	1. Click the link below to access the reading material on the role of computer input devices in the process of data entry and interaction. 
2. Summarize your understanding of the read material and post it on the blog. 
3. The write-up should not be more than 500 characters.
4. Upload the write-up on the LMS 

Title: 7 Reasons Why Organizations Need an Integration Solution
Link: https://www.putitforward.com/top-7-reasons-why-organizations-need-an-integration-solution


Designer: Download and make the reading material accessible to learners. 


	ACTIVITY 6: ONLINE DISCUSSION
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	1. Join and participate on this discussion forum the importance of mail merge in combining data from different sources into a unified document, answer the questions below.
2. Form groups of five learners
3. Ensure you post your discussion on the forum and critique at least two posts posted by other learners.
4. Your answer should be brief and to the point, not more than 50 words per answer
5. This activity will be graded.

Discussion Questions
1. Discuss the important for organizations to have a unified document that combines data from multiple sources. 
2. Discuss the potential privacy or security concerns related to combining data from multiple sources? How can organizations ensure that they are handling data in a responsible and ethical manner?

Designer: Create a discussion forum and Provide a mechanism to award points to those who participate in this discussion. Award  five points for participation


	 LEARNING OUTCOME 3: PRACTICAL SKILLS
VIDEO 3: 
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	1. Click the link below to watch the two videos on Mail merging process in a word processor 
2. Based on what you have watched, write your own short notes
These notes will guide you in performing the task that follow.

Video 1
Title: Word: Mail Merge
Video Link: https://youtu.be/do9ujnZLIC4
Source: GFCLearnFree
Time taken to watch the video (minutes: seconds): 3:53

Video 2
Title: START using mail merge with these 7 steps!
Video Link: https://youtu.be/13acy9oY5Xg 
Source: Mikes Office
Time taken to watch the video (minutes: seconds): 9:17


	
ACTIVITY 7: Learner practice sessions
	1. After watching the videos on how to mail merge, practice the skills learnt by performing the tasks below.
2. You will be required to self-recorded yourself as you perform the tasks
3. Ensure you explain the activity as you conduct it
4. The self-recorded video should not exceed 120 seconds 
5. Upload the self-recorded video showing you, performing the tasks to your E-Portfolio
6. This activity will be graded.

Task
1. Assume you work for a non-profit organization that sends out annual donation letters to its members. The organization has a database containing the name, address, and donation amount for each member. The executive director has asked you to create a personalized donation letter using mail merge in Microsoft Word.
Required
a. Create a personalized donation letter using mail merge in Microsoft Word.
b. Be as creative as possible


	ASSESSMENT OF PRACTICAL SKILL:

	Marking scheme for the practical
· Award five  points for successfully carrying out the mail merge 
· Award two points for creativity


	LEARNING OUTCOME 4: KEY/TRANSFERABLE SKILLS
	Click the link below to access the reading material Mail merge

Title: MAIL MERGE – ADVANCED TOPICS IN MS WORD
Link: https://www.ebpl.org/pdf/classdocs/wordiiicombined.pdf


Title: How to Avoid 22 Common Mail Merge Errors 
Link: https://postaga.com/avoid-mail-merge-errors/


Designer: Make the reading materials accessible to the learner

	ACTIVITY 8
	1. This activity aims to demonstrate transferable skills on mail merge.
2. You are  required to carry out the tasks given below
3. You need a computer with a word processor software
4. The presentation should not exceed 60 seconds.
5. Upload the presentation on your E portfolio showing you performing the assigned task accompanied with explanation.
6. The Activity will be graded

Task
Prepare a video presentation explaining the common mail merge problems with their solutions.  

	QUIZZ: 
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	Having watched videos read materials, responded to a case study and performed practical exercise. Undertake the following quiz to test your knowledge and skills acquisition on this module.

Quizz

1. What is mail merge?
a) A feature that allows you to send mass emails from your email account
b) A feature that allows you to create personalized documents by merging a document template with a data source
c) A feature that allows you to create charts and graphs in a document

2. Which of the following is an example of a data source for mail merge?
a) A spreadsheet
b) A document template
c) A chart

3. What is the purpose of a document template in mail merge?
a) To store data for mail merge
b) To format the final output of the mail merge
c) To provide a structure for the final document

4. Which of the following is NOT a step in mail merge?
a) Creating a data source
b) Selecting a document template
c) Typing in the content for the document

5. How can you customize a mail merge document?
a) By using merged fields to insert data from the data source
b) By manually typing in the data for each document
c) By creating a new document template for each recipient

6. Which of the following can you do with mail merge?
a) Send mass emails with personalized content
b) Create personalized documents, such as letters or envelopes
c) Create charts and graphs in a document


Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast four correct answers then the learner should be referred back to watch the videos and re read the materials provided


	TAKE HOME MESSAGE
	On the blog, post your take home message about this module

	Reference list
	1. Lambert, J. (2023). Microsoft Word Step by Step. ISBN-13: 978-0137522729

2. Zeldovich, B. (2022). Microsoft 365 2023 Edition. ISBN: 979-8363221682
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