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2. UNQuauTIINsivuAal (Task Pane) ,
Mail Merge s

AU WIU0 taanvinveaduanals (Select

Select document type
document type) vildupiinidenguiuy What type of document are
. . you waorking @
= o [VN~3 = aa
Yaatenasnazun i duannuneieu Tund @ Letters

= () E-mail messages
\eon Letters (99%47€) e
() Labels

() Directory

Letters

Send letters to a group of
people, You can personalize
the letter that each person
receives.

Click Mext to continue,

K311 aniviupaunines



WL (Mail Merge) i 3

3. NUAUMTIVAIUE1UI Step 1 of 6 TiAdnT

galu-m1ausnenars (Next: Starting document) Step10f6 @
=» Mext: Starting document

4. vt lusasamanansildiudy (Select starting
Mail Merge MR

Select starting document

How do you want to set up
your letters?

a, % Q’lj I~ ] a
WaldauiiJuwdbuvannuneiey (®) Use the current document

() Start from a template

document) Adn idenltienastaguu

v

(Use the current document) WaU1L@NANSNNIAY

() Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient infarmation.

5. LOURITIEAIUAI9YIN Step 2 of 6 Adn anly:

Step 2 of B

Aﬁangﬁ U (Next: Select recipients)
= Mext: Select recipients

£ Previous: Select document ty

6. viale 18ang3U (Select recipients) fil4a1u

Mail Merge MR

Select recipients

l959en7391d8e/ (Use an existing list) uagadn ® Use an existing list

() Select from Outlook contacts

w3elnduvasteya (Data Source) 13 lvindnidien

L?E/fig} (Browse...)

() Type a new list

Use an existing list

Use names and addresses

from afile ora dae.
Browse...
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m
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8. gldnuasladoyalulusunsy Excel sUsnguienslvindn Gonm1579 uae

AanUn #nad (OK)

Select Table

? X

Mame

Sheet3s
q.’l’ngaﬁnﬁilu'iu
swdonTsEInTsS

TudanTsanss_xinm#Print_Titles

£

Description

Modified Created

TA5/2016 223:27 PM 7/15/2018
TM5/2006 Z23:27 PM 7/15/2016
THAS/2016 2:23:27 PM 7/15/2018
TA5/2016 223:27 PM 7/15/2018

First row of data contains column headers

I OK "\ﬁ Cancel
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9. awUTNgmineng Jiuammneidgy (Mail Merge Recipients) s AanUy #nad (OK)

Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.

Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

x

Data Source

D DATENTE 2.

sudenssumeiann...
sudenssumeiann...
mudfznesumeiana..
mudfznesumeiena..
mudznesameiena..
mudonsTmeiean..,
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Data Source

= -
TUHBATTHATIEIAT.X 5K

Edit...

Hefresh

Refine recipient list
2| sort..

[¥49 Find duplicates...

E} Find recipient...

10. LOUAIYIBAIUE1IVIN Step 3 of 6 AGN

dnlu:lUsadeuanniiegvesnas (Next:

Write your letter)

a _a o Ay 5%
11. ﬂaﬂLa@ﬂﬁnLLWUQW@@Qﬂq{LﬁSUE]%JJa

Step3of b
=> Mext: Write your letter

€ Previous; Starting document
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12. uauTIeMIsIvUAAT (Task Pane) Auvdn viade lusmdeuaanuigvesqas (Write your
letter) ARNIABN TIENITALAN (More items) ATNIFRNTD TBYa (Field) NReINIUNTN Uag

ANy 43n (nsert)

) Insert Merge Field ? >
Mail Merge MR :
Insert:
Write your letter () Address Fields (®) Database Fields

If you have not already done Fields; 7\

5o, write your letter now, o 12.2

To add recipient information %a - dfa

to your letter, click a location

inthe document, and then
click one of the items below,

Address block...
Greeting line...

4 Electronic e...
Bl Maore items

When you have finished

writing your letter, click Mext,

Then you can preview and @
personalize each recipient’s Match Fields... | I Inse | Cancel
letter.

13. Weunsndeyansuynduvisiad aandu U (Close) lUTUNTUALLAAIFULUUNTUNTA

Wi dldnuanmnsauiussesisesioyalinudenis

Y RV

Insert Merge Field ? >
Insert:

(O Address Fields (®) Database Fields
Fields:

AUITIYNIT_ @01 UUADUN LA

d
7

< -
L3aN maﬁjﬁuﬂimmmhﬂﬁum

fAf.ofem.am/ H1d
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Match Fields. . | [ insert || Close

AUANFIFN1UUA
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14, WaUAIEATUANIN Step 4 of 6 AaN aalu :

uanas10e199amI8YeIRal (Next: Preview your Step 4 of 6 .

= Mext: Preview your letters

letters) & Previous: Select recipients

15. WWsunsuazuansineg1uenasniinisunsndeya

o o8 v
UUNNUAITU

H2USVN5_anturaufineged s oo meo caael

= W o -
N _ff.ccdec.an/ AN _ad AUIEY béew
=

s
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16. LOUS1HAIAMUAAT (Task Pane) A1uaN Mail Merge v X
NIV AIVY1NINNUIEYaIAAS (Preview your Preview your letters
oSl -‘H -”' o o v One of the merged letters is
letters) QVJJIJSJ mmmaau@mau”a previewed here, To preview
v , - o . D oA another letter, click one of
RIULAasAU ezjﬂwml,aﬂmwaﬂmiﬂmum the following:

> 2 Lo o - Recipient: 1
ﬂ’ﬁLL‘V]iﬂ‘UEJiJUa Q%LU@EJUIUG]’]QJV]ZTL‘UQ’M@@?] [ ]

[T‘.} Find a recipient...

WAOUNTDLA
Y U

17. gl¥nunsIraeunugnaes NMINauloya way
WaUFIYIBATUAT9YIN Step 5 of 6 Adn aalu: Stepoofs
= Mext: Complete the merge
o % <4 I
W7f77iﬁ\/ﬁ7uzwéﬁ§'@ﬁﬂyiﬁl (NeXt' Complel‘e the & Previous: Write your letter

merge)
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18. nstivlfnudasmsdaininiaesesiiun (Printer) Windnuiu n1saaniiug (MAILINGS)

TUNGuATEY 4990 NRAATS (Preview Results) enAAY &5 aauuaskiand (Finish & Merge)

o a @

gusIngdsdesiidendds untenars (Print Documents) §9@4n150UINIANNNY
Wuenarsatului dendds niswwanienarseannivudiulya (Edit Individual
Documents) #300198aN15899ANLNY TTURNUVINBLLA [oNAds NISHUINkENTI5081

Y NOWa (Send Email Messages)

/N
18.1

MAILINGS EVIEW  VIEW  ACROBAT
S [3 Rules- 4 4| e &=
oo ((&) * )
ES z
¥ Match Fields [0 Find Recipient

iting Insert Merge Preview Finish & = Merge to
he  Field~ Lo Updatelabels pegups [ Check for Errors Merge~ Adobe PDF

e &t Insert Fields Preview Results ED EditlndividuaIDDc...
Lo % 0 e 11 120 213 1 14 15 DIE! Print Documents...

B Send Email Messages...

s

19. ntuazUIINgnaastanIu (Dialog Box)

A v ooy o a € a i 7
ialilaenguwuuNsaaiun wagadnyy Merge to Printer %
Frint records
anad (OK) @i
a 2 o e O Current record
All WHNYNBRUANUITYVONU
() From: | |)q3| |
Current record RUWRNIZNUNANAI ( 19.
5 I OK ‘T‘]/ Cancel |
WARIE LYY
From: To: LADNIBTBNADINITAUNLD
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WL (Mail Merge)

n1safreundstaya (Data Source)

1. v&991n Step 2 of 6 AAN dAlU4aeNsTU (Next: Select
Step 2 of B
= Mext: Select recipients

£ Previous: Select document ty

recipients)
2. igldnulilawseuldunastoya (Data Source) 1
Y a A A ¢ | . [ - X
Tndniden wunsen15lud (Type a new list) uaz Mail Merge
Aan @59 (Create) Select recipients
() Use an existing list
(1 Select from Du@contacts

i® Type a naw list

Type a new list
Type the names and
addresses of r

E Create...

ts.

3. awusnguieng s1en157agus (New Address List) fiuntoya (Fo - wiwana) aslu

MsugIudeya nsiindeyaviesiede Windnilu 579598075 (New Entry)

MNew Address List ? x
Type recipient inr'\tion in the table. To add more entries, click Mew Entry.
Title &3'11| First Name w | Last Name w | Compary Name w | Address Line 1 vI
[muiﬁhﬁ wilths
|
| New Entry Eind... |
| Delete Entry | | Customize Columns... | OK | | Cancel
A
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4. ilansendoyanIsuna?

MNew Address List ? X
Y a ! Type recipient information in the table. To add maore entries, click New Entry.
Tﬁﬂaﬂ‘qm Wﬁa\‘] (OK) r 'I"rtlepI vI First Name "I Last Name - I Comparty N:ne w |Address Line 1 -~
1= WIURTH ARIARLD
- [t n:u'ﬁiui:
= AT Wil Fen
= WHTITAITER fiyuns
1= Wy fiunm
= WAl AT
= WHATISENT AwA
= WHANTRL T
= wwailyad e
o =
< >
| Mew Entry | | Find... | @
| Delete Entry | | Customize Columns... | | OK Cancel
A

5. gUsnguiineing Uuiing1enisilag (Save Address List) fste [Wdamsuiiugiudeya

(File name) wagAanysl Uuvin (Save)

[ Save Address List %

+ « Local Disk (0:) » Documents » My Data Sources v | D Search My Data Sources

»

New folder

Organize =

~

~

I ThisPC Name

Date medified

Type Size

[ Desktop

Mo items match your search,

Documents
3 Downloads
b Music

[&] Pictures

B videos

e Local Disk (C:)
- Local Disk (D2}
= Local Disk (E:)

(5.0)

File name: [ sudanssums In /'

Save as type: | Microsoft Office Address Lists (*.mdb)

= Hide Folders

6. wUTNYUUeN §FUaanuIeidgy (Mail Merge Recipients) uanstoyaviavuaiioglu
myegteya Jldanuiden seveieinIslaiunisasenmig wavadnUy anad (OK) 3Nt

MTuneusolUveInsasannune iy (MIfmuadwiianzusndeya)
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Mail Merge Recipien

ts

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge, When your list is ready, click OK,

Data Source

sudanssune.mdb

|7 Last Name | First Name - | Title + | Company Name - | Add A

| 7 [

‘ WAER

ufsrsmnemds ¥ aauadn wIWRTH
swdfansmnemds [V iu'ﬁim's‘ WAE
medanssunemdd [V @i AT
sudansmmemds  [¥ dunen WHATHITA
udonsmins.mdb |7 fiynen wiuHA
ufsrsmnemdb [ diwt WHATENSOE
sufonsmnis.mdb |7 EgE: | WA o
- R -
<
Data Source Refine recipient list
nedansTums.mdb %l Sort...
T Eilter...
'i_j Find duplicates...
[?) Find recipient...
Validate addresses...
Edit.., Refresh 6
.

nssgldanulaenans wazilialdnuiuniivg asUsng naeedanau (Dialog Box)

AINN LiteaeunNI FaunTslegIudayaiauniels

Microsoft Word

Opening this document will run the following SOL command:
| SELECT * FROM "Office Address List”

Data from your database will be placed in the document. Do you want to continue?

Show Help ==

| Yes | | No

Was this information helpful?
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