Using Mail Merge to Send Personal Emails to Students, Templates Included 
Rebecca A. Glazier

This resource was developed for APSA's Summer 2020 Virtual Teaching Workshop: Innovative Approaches to Online Teaching and is part of a collection of online teaching resources available through APSA Educate. 

[bookmark: _GoBack]Sending personal emails to students is a great way to build rapport with them—to let them know that we care about their success and want to help them do well in our classes (Glazier 2016). As I write in this blog post for APSA Educate, communication is especially important for our online students. In this resource, I discuss how to use “mail merge” to send personal emails to students while minimizing effort on the part of the professor. I also provide a number of email templates, which colleagues should feel free to borrow and adapt for use in their own classes. 

I personally use a Google Sheets add-on called Mail Merge with Attachments, but you can accomplish the same thing with Microsoft Word and Excel. With a mail merge tool, you can add student names and email addresses to a spreadsheet and then add in any other information you want to merge into your email to students. I copy over entire columns from my gradebook so I can easily share grade information with students. Just put the information specific to each student in a row corresponding to that students name and put a field in the email that corresponds to the header of that column. 

For instance, if I wanted to share a student’s discussion grade with them, I would have a column in my Google Sheets spreadsheet for Discussion and I would have a field in my email text for {{Discussion}}. When the merge program sees the field {{Discussion}} in the email, it will fill in the number in the spreadsheet under the column Discussion for each student. The great thing about the email mail merge is that you can put any information you want in the merge fields. You can put entire sentences of feedback or encouragement into the merge fields.

So, the brilliance of the system is that the email mail merge application connects my email with the spreadsheet I upload to Google Sheets and fills in the merge fields indicated by brackets, which correspond to the column headings in the spreadsheet. This way, I can send personal emails to students giving them details on their grades, how they are doing in the class, and encouragement to improve, without the time and hassle of writing individual emails.

Since it may be easier to see how it works visually, here is the link to a video from the experts at G Suite to walk you through it. My last piece of advice is to always, always, sent a test email before launching the merge. I have sent literally hundreds of mail merges and I almost always catch something in the test that I want to change. 

I have included the following templates with both unmerged and merged emails below. 

1. Welcome email—sent about one week before classes start
2. A check-in email after 3 weeks of a 15-week semester
3. An assignment reminder email (to remind students about their satire assignment in my Introduction to International Politics class; its one of my favorite assignments and is also available as a resource through APSA Educate) 
4. An assignment reminder email (to remind students about their discussion leadership assignment)
5. A check in email around week 9 of a 15-week semester.
6. A check in email for students who have not posted in the discussion boards for 2 weeks 
7. A check in email for students who have missed the last exam 
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1. Welcome email—sent about one week before classes start

This is the unmerged version: 

Hi {{First Name}},

Welcome to Introduction to International Politics (POLS 2303)! {{First Term}} I hope that you had a great winter break and are looking forward to an exciting class. There are all kinds of interesting political things going on in the world, so we are going to have a lot to talk about. 

Our class will officially start with the semester on Tuesday, January 21. Until then, you can't get into Blackboard, but I wanted to write now to touch base and give you a heads up about what to expect. I have attached the course syllabus here for you. It is a really important document, so I wanted to make sure you got a look at it as soon as possible. 

Also, I wanted to make sure you know about our totally online course textbook, which will be available from our course Blackboard site. I have attached a document here letting you know how this whole online textbook thing works. 

The textbook is really important because you have two textbook sections and short quizzes due by Monday, January 27. Feel free to get started as soon as the Blackboard course opens so you are sure to have them done before the due date.  

Also, {{First Name}}, {{Major}}

If you ever need anything at all, just ask! If you have a preferred name or pronoun you would like me to use, please just let me know that and some other important stuff in this short survey: {{survey link}}. I want you to succeed in our class, so please say the word if I can do anything to help you. Looking forward to a great semester! 

Take care,
Dr. Glazier

This is a version that has been merged in Gmail mail merge: 

Hi Jaelyn,

Welcome to Introduction to International Politics (POLS 2303)! And welcome back to another semester at UA Little Rock! I hope that you had a great winter break and are looking forward to an exciting class. There are all kinds of interesting political things going on in the world, so we are going to have a lot to talk about. 

Our class will officially start with the semester on Tuesday, January 21. Until then, you can't get into Blackboard, but I wanted to write now to touch base and give you a heads up about what to expect. I have attached the course syllabus here for you. It is a really important document, so I wanted to make sure you got a look at it as soon as possible. 

Also, I wanted to make sure you know about our totally online course textbook, which will be available from our course Blackboard site. I have attached a document here letting you know how this whole online textbook thing works. 

The textbook is really important because you have two textbook sections and short quizzes due by Monday, January 27. Feel free to get started as soon as the Blackboard course opens so you are sure to have them done before the due date.  

Also, Jaelyn, I just wanted to let you know even though political science is not your major and this class is probably just a core requirement for you, I will still do my best to make the class interesting, engaging, and helpful for your life in general. If everything goes as planned, you will develop some research, writing, and critical thinking skills that will serve you well. And you can always declare a political science major if you want to!

If you ever need anything at all, just ask! If you have a preferred name or pronoun you would like me to use, please just let me know that and some other important stuff in this short survey: {{survey link}}. I want you to succeed in our class, so please say the word if I can do anything to help you. Looking forward to a great semester! 

Take care,
Dr. Glazier


2. A check-in email after 3 weeks of a 15-week semester

This is the unmerged version: 

Hi {{First Name}},

I hope that you are doing well and that your semester is going smoothly. I know that using a totally online textbook can take some getting used to, so I wanted to check in with you and see how it is going. 

I just took a look at the scores and it looks like you are {{score comment}} Your average grade for the first three reading assignments is {{score}}. {{Additional comment}}

The textbook readings and quizzes make up 15% of your total grade, so definitely pay attention to these assignments! Your next reading assignment is due on Monday, February 17. It is the last one before your first exam, so definitely pay close attention!  

Do you have any concerns or is there anything I can do to help you succeed? Please let me know!

All the best,
Dr. Glazier



This is a version that has been merged in Gmail mail merge: 

Hi Cole,

I hope that you are doing well and that your semester is going smoothly. I know that using a totally online textbook can take some getting used to, so I wanted to check in with you and see how it is going. 

I just took a look at the scores and it looks like you are struggling a bit, mostly because you missed this week's deadline. If you need an extension, just let me know. I would hate for you to have a zero. Your average grade for the first three reading assignments is 45. I don't think that score reflects your abilities, so get those quizzes in on time and let's see some higher scores!

The textbook readings and quizzes make up 15% of your total grade, so definitely pay attention to these assignments! Your next reading assignment is due on Monday, February 17. It is the last one before your first exam, so definitely pay close attention!  

Do you have any concerns or is there anything I can do to help you succeed? Please let me know!

All the best,
Dr. Glazier



3. An assignment reminder email about their satire assignment

This is the unmerged version: 

Hi {{First Name}},

I hope that you are doing well and your semester is going smoothly. I am writing to remind you that your satire presentation is coming up. You are scheduled to share your satire with the class after your satire discussion thread opens on {{Satire Thread Opens}}. I am really looking forward to seeing what you find!

Be sure to turn in your one-page critical analysis through the Safe Assign link in the Assignments folder by Friday, {{Satire Critical Analysis Due}} at 11:59 pm. I have attached the assignment here for you, in case you need to review it. This little assignment makes up 10% of your grade, so read the assignment carefully and give me some insightful analysis.

Please let me know if you have any questions! I would be happy to chat with you about it over email or in a phone call or video call. 

All the best,
Dr. Glazier



This is a version that has been merged in Gmail mail merge: 

Hi Spencer,

I hope that you are doing well and your semester is going smoothly. I am writing to remind you that your satire presentation is coming up. You are scheduled to share your satire with the class after your satire discussion thread opens on April 20. I am really looking forward to seeing what you find!

Be sure to turn in your one-page critical analysis through the Safe Assign link in the Assignments folder by Friday, April 24 at 11:59 pm. I have attached the assignment here for you, in case you need to review it. This little assignment makes up 10% of your grade, so read the assignment carefully and give me some insightful analysis.

Please let me know if you have any questions! I would be happy to chat with you about it over email or in a phone call or video call. 

All the best,
Dr. Glazier






4. An assignment reminder email about their discussion leadership assignment

This is the unmerged version: 

Hi {{First Name}},

I am just writing to touch base and remind you that we are discussing {{Topic}} next week. This should be a really interesting discussion! And, as you know, you are scheduled to be one of our discussion leaders. You are assigned to Side {{Side}} for the discussion, so you will be defending the position: "{{Side Description}}."  

The discussion thread opens at 8:00 am on Monday, {{Date}} and you are responsible for leading the discussion through the close of the thread on Sunday night at 11:59 pm.  I would love to give you feedback on your discussion outline (per the attached assignment details--just to be clear, this isn't optional) so please send it to me as soon as possible (48 hours in advance is ideal for me to give you feedback). There is an example discussion outline in the Assignments folder you can check out to get some ideas. 

Don't forget that your annotated bibliography on the same topic of {{Topic}} is due on Friday, April 17. 

This is a really big part of your grade, so take the time to do a good job on it and let me know if there is anything I can do to help you along the way. You are going to do great! 

All the best,
Dr. Glazier


This is a version that has been merged in Gmail mail merge: 

Hi Jasmine,

I am just writing to touch base and remind you that we are discussing “Is Terrorism Ever a Justifiable Form of Political Violence?” next week. This should be a really interesting discussion! And, as you know, you are scheduled to be one of our discussion leaders. You are assigned to Side 2 for the discussion, so you will be defending the position: "All Terrorism is Indefensible."  

The discussion thread opens at 8:00 am on Monday, April 27 and you are responsible for leading the discussion through the close of the thread on Sunday night at 11:59 pm.  I would love to give you feedback on your discussion outline (per the attached assignment details--just to be clear, this isn't optional) so please send it to me as soon as possible (48 hours in advance is ideal for me to give you feedback). There is an example discussion outline in the Assignments folder you can check out to get some ideas.

Don't forget that your annotated bibliography on the same topic of “Is Terrorism Ever a Justifiable Form of Political Violence?” is due on Friday, April 17. 

This is a really big part of your grade, so take the time to do a good job on it and let me know if there is anything I can do to help you along the way. You are going to do great! 

All the best,
Dr. Glazier



5. A check in email around week 9 of a 15-week semester.

This is the unmerged version: 

Hi {{First Name}},

I hope that this email finds you well. I just wanted to check in with you now that we are about 2/3 of the way through the semester. You have had two exams now. You scored a {{Exam 1}} on the first one and a {{Exam 2}} on the second one. {{Exam Comment}} We have one more Exam and then the final, so there are plenty of points left in the semester. 

Speaking of points, doing the textbook readings and comprehension quizzes are an easy way to earn points--it makes up 15% of your total grade for the class! Right now, your REVEL score is {{REVEL}}. {{Textbook Comment}} Your next textbook reading assignment is due by Monday, so be sure to get it turned in! 

But the easiest points of all come from participating in discussions. Your discussion grade is {{Discussion}}. {{Discussion Comment}} Our new discussion starts on Monday, so you just need to post on two days next week to earn full points. 

Please also make sure that you are putting the time you need to into your annotated bibliography, which is due Friday, April 17. There is an example in the Assignments folder to help you get there. 

Keep working hard as we turn the corner on the last 1/3 of our class together! Just let me know if there is anything I can do to help you. 

Take care,
Dr. Glazier 


This is a version that has been merged in Gmail mail merge: 

Hi Jake,

I hope that this email finds you well. I just wanted to check in with you now that we are about 2/3 of the way through the semester. You have had two exams now. You scored a 85 on the first one and a 91 on the second one. You improved on the second exam. Nice work! I hope you are using the study guide and please feel free to email me if you have any questions. We have one more Exam and then the final, so there are plenty of points left in the semester. 

Speaking of points, doing the textbook readings and comprehension quizzes are an easy way to earn points--it makes up 15% of your total grade for the class! Right now, your REVEL score is 82.29. You are doing pretty good here, but make sure you aren't missing out on any of these easy points. If for some reason you can't make the deadline one week, just email me and let me know and I can extend it. I want to see you do well here, so please let me know how I can help. Your next textbook reading assignment is due by Monday, so be sure to get it turned in! 

But the easiest points of all come from participating in discussions. Your discussion grade is 44.70. I am pretty concerned with how low your score is here. I think you can do a lot better. You can earn more points by posting early and often--at least twice on at least two different days in each thread. That will get you 10/10 points every time. Our new discussion starts on Monday, so you just need to post on two days next week to earn full points. 

Please also make sure that you are putting the time you need to into your annotated bibliography, which is due Friday, April 17. There is an example in the Assignments folder to help you get there. 

Keep working hard as we turn the corner on the last 1/3 of our class together! Just let me know if there is anything I can do to help you. 

Take care,
Dr. Glazier 


6. A check in email for a student who has not posted in the discussion boards for 2 weeks

This is the unmerged version: 

Dear {{First Name}}, 
I just wanted to touch base and see how you are doing. I noticed that you haven’t posted in the discussion boards for the last two weeks and I have missed hearing from you. The discussions make up 10% of your total grade for the class, so I would hate to see this bring your grade down. Right now you have a {{Discussion Grade}}, but if you keep getting zeros, that is really doing to drop. Is everything okay? 
Please let me know how you are doing and we can make a plan to get these discussion posts back on track. 
Take care,
Dr. Glazier

This is a version that has been merged in Gmail mail merge: 

Dear Shalondra, 
I just wanted to touch base and see how you are doing. I noticed that you haven’t posted in the discussion boards for the last two weeks and I have missed hearing from you. The discussions make up 10% of your total grade for the class, so I would hate to see this bring your grade down. Right now you have a 79, but if you keep getting zeros, that is really doing to drop. Is everything okay? 
Please let me know how you are doing and we can make a plan to get these discussion posts back on track. 
Take care,
Dr. Glazier


7. A check in email for a student who missed the last exam 

This is the unmerged version: 

Hi {{First Name}}, 

I was just finishing up grading the exams from this weekend and I noticed that you didn't take Exam 3. {{Personal Comment}} 

This is obviously a big assignment and I definitely don’t want to see you take a zero here, so I have opened it back up for you so you can complete the exam as soon as possible. Your scored {{Exam 2 }} on the last exam, so {{Exam comment}}.  

I have attached the Exam 3 study guide for you here. If there is anything I can do to help, please let me know. 

All the best,
Dr. Glazier


This is a version that has been merged in Gmail mail merge: 

Hi Juan, 

I was just finishing up grading the exams from this weekend and I noticed that you didn't take Exam 3. I know that you have been recovering from surgery. How are you doing? 

This is obviously a big assignment and I definitely don’t want to see you take a zero here, so I have opened it back up for you so you can complete the exam as soon as possible. Your scored 72 on the last exam, so I know you are looking to improve for on our last exam before the final. I know you can! 

I have attached the Exam 3 study guide for you here. If there is anything I can do to help, please let me know. 

All the best,
Dr. Glazier





