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In this session, we create two mail
merge documents. We create one
document using data we create in
Excel for emailing. In the second
document, we download myCSUB
query data and use filters to select
specific information to merge in our
document for mailing. In
subsequent activities, we add
conditional text and reuse the
document for other purposes.

Trainiry Content

* Mail Merge Overview

* Mail Merge Wizard

* Personalized emails

* Personalized letters using
conditional text

* Reusing mail merges

Mail Merge Overview

3 Elements needed to mail merge.

1. Shell document or form letter

2. Data Source, such as Excel list

3. Merge Fields ( columns from Excel list)
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To learn more or refresh your memory on
the topics covered, please refer to the
following GCFLearnFree.org tutorials.

Doing more with Word

Lesson 30: Mail Merge
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Word 2016 Mail Merge Tutorial with an Excel Data File (works in
Word 2007/2010/2013 as well)
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m Learn how to perform a mail merge in Word 2016 in conjunction with an
Excel data file to send bulk letters or customized reports ...
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Learn to Create 2 years ago * 44,784 views

In this tutorial learn to create Mail Merge Letters in Microsoft Word H H
Mail Merge Letters | 2013206 The epe show s sy o ord 207... Provides great videos
Also applies to Word 2007/ Y
_ from basic to advanced

Microsoft Word Mail Merge Envelope (Word 2013/2016)

Amir Parmar users'

B Miscosoft Word 2013 - v+ ¢

(-

Learn to Create 2years ago + 21,861 views
Gg" EI' Word 2016 Mail Merge

Ma|I Merge Envelopes In this tutorial learn to create Envelopes using Mail Merge feature of
0
YO UTu be Al Videos  Images  News  Shopping  Morev  Searchtools

7 Microsoft Word. These steps can be used in Word
0

About 828,000 results (0.51 seconds)

How to Mail Merge in Office 2016 - Laptop Mag

www.laptopmag.com/articles/mail-merge-microsoft-office *
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form letters or address |abels, certificates with unigue names, and more. ... Its bestto
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www.dummies.com/how-tol../ms.../Word/Word-2016/Mail-Merge.html ~
orums’ an lnStrUCtlons Find helpful tips and tricks on Word 2016's Mail Merge function at Dummies.com, the
N source for fun online fact-finding.
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How to Perform a Mail Merge in Office 2016 - For Dummies
www.dummies.comV.../how-to-perform-a-mail-merge-in-office-2016.ht... ¥

After all the codes are inserted in the main document, it's ime to perform the merge.
2 are three ways to go about this in Word 2016: you can merge to a new
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