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ubric-based assessments such as lab tests and group projects are usually 
evaluated manually using a printed rubric or one in a spreadsheet table. One 
of the problems with manual evaluation based on a hardcopy rubric is that an 

extra step has to be taken to scan the evaluation form for audit purposes that usually 
take place at least six months to five years after the semester ends. Besides the need 
to scan the hard copy of the evaluation form, calculations of the marks are also done 
manually and as such are prone to errors. Transferring the marks to the system or the 
lecturer’s ongoing assessment marks records is prone to error in the recording 
process. On the other hand, while evaluations that are recorded directly in a 
spreadsheet table may reduce the calculation and typing errors in the transfer process, 
they lack the report to be returned to the students, unless a printed copy is used to 
rewrite the evaluation scores. In the end, we still need a copy of the evaluation report. 
 
This problem can be resolved by using the Mail Merge feature in Microsoft Word. It is 
used to generate personalised documents—such as letters, emails, labels, or 
envelopes—by combining a template with a data source. It is often utilised by 
companies and organisations to transmit mass messages with a human touch. Using 
this feature together with a Microsoft Excel spreadsheet helps to automate the creation 
of the evaluation report. The following are the steps in using the Mail Merge tool to 
produce a comprehensive report: 
 
1. Get ready with the template by creating a main document in Microsoft Word. This 
is the process that translates the rubric into a report template. 
 
2. Create a data source by methodically gathering recipient data from an Excel file. 
They include the students’ names, their identification numbers, and all the scores for 
each evaluation criteria. Prepare the formula to get the final score. This is tedious and 
must be done carefully to prevent mistakes. 
 
3. Link the template document to the data source and placeholders (e.g., {{Name}}, 
{{Student ID}}) where tailored details will be entered. 
 
4. Create several tailored copies of the document by means of the Mail Merge feature, 
which pulls data from the source (students’ names, identification numbers, all the 
evaluation scores, and the final score) and substitutes matching values for 
placeholders. 
 
5. Review, and send or print the comprehensive report of the evaluation. It might be 
emailed to students or shared with them through Learning Management Systems 
platforms such as Google Classroom or UFUTURE. 
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Recommendation: A short conclusion should be added to wrap up the ideas. 
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