
  

Before you start to use Seamokey
Mail Merge feature, you have to 
Check whether you install the 
Plug in or not. As the Mail Merge
Is a add-on app.

If your Seamonkey has not install 
Mail Merge, you should install it
first. 

Here is the instruction :-



  



  



  



  



  

After the installation, you might need setup an 
account which taking care of all the emails in 
and out.

Here is some idea for creating dummy email 
account :-

https://intranet.wspc.com.sg/instruction/SetupFakeEmailAccount.pdf

If you can not get it, you can call MIS for help.

Now you need definitely setup a SMTP for 
sending out the mail merge things, the following 
is just a simple outline to setup.

https://intranet.wspc.com.sg/instruction/SetupFakeEmailAccount.pdf


  



  

Before start to use “Mail Merge”, you must have a 
list which has at least “Name” and “Email 
Address” columns (fields) inside.

As Seamonkey or Thunderbird only accept CSV 
file, so you need export your list to CSV file. 



  

how to get or convert a CSV file?
Here is steps 
Excel :- 
Open the file, from the main menu, select 
“File-->Save as...”, from the file type, pick CSV

Access :-
Use “Export”, it will save as a “.txt” file. You need 

to rename the file name from “aaaa.txt” to 
“aaaa.csv”. (the following page has instruction) 



  



  

Now, you can start to use Mail Merge feature :-

Step by Step: (CSV)

    Create a New Message ("File -> New -> Message")
    Add the Variable(s) to To, e.g.: {{Mail}} or {{FirstName}} {{LastName}} <{{Mail}}>
    Add the Recipients to Cc (optional) (variables are supported)
    Add the Recipients to Bcc (optional) (variables are supported)
    Add the Subject (variables are supported)
    Add the Body (variables are supported)
    Add the Attachments (optional)
    Click "File -> Mail Merge"
    Select "CSV" and check "Deliver Mode" and "Format"
    Add (individual) Attachments (optional) (variables are supported)
    Select "Filename" and check "Character Set", "Field Delimiter" and "Text Delimiter"
    Check "Start", "Stop" and "Pause" (optional)
    Click "OK"

The Draft Message is saved as Template in your Current Account and for each Recipient 
a New Message is automagically saved in your Outbox ("Local Folders -> Outbox"). 
Ready for Delivery: "File -> Send Unsent Messages"

Or you can click the following address to check the detail :-
https://addons.mozilla.org/en-us/seamonkey/addon/mail-merge/



  

This is CSV file sample

This is CSV file sample



  
Or you can click the following address to check the detail :-
https://addons.mozilla.org/en-us/seamonkey/addon/mail-merge/
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