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Select document type

what bype of document are yaou
working on?

=) Letters
) Envelopes
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each person receives.
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Step 1 of 6

= Mext: Starkting document
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Select starting document

How do you wantk ta set up your
letters?

() Use the current document

) Start From a template
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() Start Fram existing document

Use the current document

Start From the docurnent shown
here and use the Mail Merge wizard
to add recipient: information.

Step 2 of 6
@ Mexk: Select recipients

4 Previous: Select document bype
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Seleck recipients

Use an existing list
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O Twpe a new list

Use an existing list

Use names and addresses from a
File or a database.
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Step 3 of 6
= Mexk Wrike vour letter

48 Previous: Starting document
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Iy Metwork,
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Select Table @
Mame Description | Modified Created Twpe
12:00:00 40 12:00:00 AM  TAEBLE
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Sheet 3% 12:00:00 40 1Z:00:00 AM  TAEBLE
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To sort the list, click the appropriate column heading, To narrow down the recipients displayed by a specific criteria, such as by city, click the arrow next to the
column heading, Use the check boxes or buttons ko add o remove recipients from the mail merge.
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Select recipients
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(&) Use an exisking list
2 Select from Sutlook contacks
0 Twpe a new list

Use an existing list

Currently, vour recipients are
selected From:

[Sheetl$] in "Bookl . x<ls"
F  Select a different lisk, ..

=" Edit recipient list...

= Mext: Write your letber

4 Previous: Starting document
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Write your letter
IF wou hawve not already done so,
wirite wour letker mow,

To add recipient information to
wour letter, click a location in the
document, and then click one of
the items below,

=] Address block...

5. A o By glanall ALY (B 4] Ldial) ) U S o
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=] Greeting line...

_:I Eleckronic postage. ..

B items...

wWhen yvou hawe Finished writing
wour letker, click Mexk, Then you
can preview and personalize each
recipient's lekker.

Step 4 of 6
= Plext: Prewiew your lekkers

4  Previous: Seleck recipients
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Insert:
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Fields:
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Preview your letters

©ne of the merged letters is
previewed here. To preview
another letter, click one of the
Following:

Recipient: 1

_;3 Find a recipient. ..
Make changes

‘ou can also change your recipient
lisk:

o Edit recipisnt list...

Exclude this recipient

‘when vou have finished
previewing your letters, click Mext.
Then you can print the merged
letters or edit individual letters ko
add personal comments,

Step 50f 6
= Mext; Complete the merge
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Complete the merge
Mail Merge is ready to praduce
wour letters,

To personalize your letters, click
"Edit Individual Letters," This will
apen a new docurment with vour
merged letkers, To make changes
ko all the letters, switch back to the
ariginal document.

Merge

25 Print...
Lo Fdit individual letters. ..

Step 6 of 6

@ Previous: Preview your letters
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