10. 13911 Mail Merge

: MAIYIDNYIMSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
< 7 nusnemans umaneduidealny

10. N3N Mail Merge

10.1 9ARNYLI 8w (Mail Merge) Anazls
10.2 35N 1IASIVIARNIYLI B

10.3 ﬂ’]iﬂ%’l\‘l“ﬁﬁ)\‘i%ﬂﬁ&l’l&lﬁ ) 1)

Z0\ N1AJYDNEINISABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
2 /  Anuginemang umanoiduidvitnd

10.1 ARNYLI 8% (Mail Merge) Anazls

a . - 'Y o A
AARNALIUW (Mail Merge) A1 NIFATIIAKRANIIRAIRUUN

]
=1

a A P ) 1a A ' o A A 1
NLWDWRIILKANDIUBNY LLAFINLLANANNINUAD ’ﬁallag‘nag‘ﬂﬂﬁ
~

43U winiaasianansnguaazatulinudsuiiazan
axﬁﬁ‘lﬁtﬁﬂnamazdauifwsja 4N

O\ MAIIIDINEIMSADUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ABReIMIANS UrIneduidestl

10.1 3L 81w (Mail Merge) Aaazls (Aa)

6 U a ~ 6 1 U 1
adailsznauvaInITEINIAKNELILRADIALSENaY 2 m%‘lmm

& - a v 4o o [

" Haanaaanang Aa landsiananiihanasanduwaanang
a ' 1% = & 45 v @
Vun 1mwannang daay wiauuurasuend 9 walsin

a 6 1 [ {
AwULLBINSRAINEI TRRSU 128 9

{ vo A

- o [Ty ~ ') - ~ 1
PYOYAHIUINKAY AD VBAATIDTBUALTIDLVBINIY F9dz
[~3 1 Aa
LﬂfIJEJEi%@l"li’]\‘]L?%ﬂﬁﬂﬁ%ﬂ@l’]?’]dg']%ﬁﬂﬂa

2\ NAIYIBNEIMSADUWILNDS
*] COMPUTER SCIENCE DEPARTMENT, CMU
"/ Ausnemans umanedoidustug




10.2 A5 N13F319IARNIY LI

1 [~ [
NTASVARNIYLILNULILN 2 danAa

' v
1. ﬂ’l%’ﬁ%”lx‘]Lﬁﬂﬁ’“tﬂtﬂ’]i@]dﬂ’ﬁ]ﬂﬁ&l’]ﬂﬁ ) 1)

(34

2. ﬂﬁiﬁ%ﬁﬂﬁa&da%%ﬂ%ﬂ‘lﬂ&ﬂ&ﬂ%ﬁ'ﬁ’ldﬁi{mJﬂ

L]

MAIYIDNYIMSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ANSNEIMANS umIneduidealnl

10.2 A5 NTFTARNLLILW (A1)

QU v
10.2.1 NI3F3IWLHBUILATNITAIADAUNILLI N (AI8Wizard)
2. AANNUNY Mailings

H ©- > Mail_merge_example [Compatibility Mode] - Word

a A File Home  Inset  Design  Layout  References Review  View Q) Tell me what you want to do
3. aaniiia = o M PH
. iR L SFind Recipient
. Edit Highlight ~ Address Greeting Insert Merge = |, Preview Finish &
ig pdate Labels e
tart Ma“ - Recipient List Merge Fields Block Line Field Results | Checkfor Errors | verge
Create ‘Write & Insert Fields Preview Results Finish
T L 203045670 8191001 AL 121 1301141 150
Merge 21 E-mail Messages & fa
=7 Envelopes...
= 4 Labels...
- £ Directory

[EF] Normal Word Document

4. @an Step-
by-Step Mail -

- ANZANENFANART uuAnendendeslu

% Step-by-Step Mail Merge Wizard... MeRTAnENsARaRamad

Merge Wizard

sfvagun Sunaifias dmindedlui 50200

9 178U 2560

— 1. NNNLHDANIAWNIY

o dydnsaitsmiha i mafninenisaeniinme’

MAJYDNYINSABUWILNDS
*] COMPUTER SCIENCE DEPARTMENT, CMU
AU3NENAENS URInuAuduI

|61 5. 14013

10.2 A5N1TFT9ARNYLILW (A1)

Mail Merge ~  x
5. aantaan3duuun > | setect document ype

What type of document are you

o [
s lndn i

® Letters
ARNYLIYW R
A0E9LBW LRON e
Letters precen
Letters

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

Click Next to continue.

<«— 6. @anil Next: Starting
document

Step 1 of 6
=> Next: Starting document
MAAIIINEIMSABUWILNDS

COMPUTER SCIENCE DEPARTMENT, CMU
7 musdnemans umanenduidesti

10.2 A5 NTFTNARNYLILW (A D)

Mail Merge ~  x

Select starting document

a A
7. aantaan Use the
How do you want to set up your
current document ltters?

® Use the current document
[

artand1snNIas
(7] cg' o [

Tf9nibrin

WAL UUIARNIYLIYY

Start from a template

Start from existing document

Use the current document

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

Swpzets «— 8. manh Next: Select

=> Next: Select recipients

€ Previous: Select document type

recipients

N NAIYIBNEIMSADUNILIDS
*] COMPUTER SCIENCE DEPARTMENT, CMU

ARSNEMANS UrIneduEduI T




10.2 A5NTFTARNLLILW (A1)

55 3 Mail M - x
10.2.2 nsaswdayadsuennanglumseisadn o

9

Select recipients

Use an existing list

a = . - = Yo Select from Outlook contacts
1. AanLAan Type a new list tlaLAaN{3UIINNT o
Aandayadsulval Eo——
Ieygzilef:isnames and addresses of
&= Create

2. AN Create... INO&EINTDYANIY —

Create new recipient list

Step 3 of 6
=> Next: Write your letter

€ Previous: Starting document

MAIYIDNYIMSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ANSNEIMANS umIneduidealnl

10.2 A5 NTFTARNLLILW (A1)

v U v A6 ey 1
10.2.2 ﬂ'l%'ﬂ%"l\‘l‘l]a&dﬁE‘Jﬂﬁlﬂﬁ&'\ﬂi%ﬂﬁ‘i'\ﬁniﬁ‘qﬂ (a12)

New Address List ? X
a 6 v 1
3 . w &lw% a N a ﬂ'ld G] ‘ﬂ a \1 Type recipient information in the table. To add more entries, click New Entry.
[ A oA [[Title ~|First Name ~[Last Name ~[Comp...~[Addre... *[Addre... ~[City___ ~[state__~[ZIP|
Eiﬂﬂﬂi%’ﬁa\‘l'ﬂﬂ LW DD || umos. ARy auvou
~ [T (Y | |se.as. onsg unBeg
WINENS N0 1wa% | e owe s
| |wems. L [LiEeTn]
| |oms. i Wenfiue
| [o.05. Usians bLICGL
| |oos. Anfia oMiviug
| |oos. saiiing 3o
Il Jeryeyana
a ‘ﬂ @ Yo
5. L3d awmaga E;lli‘]Jﬂ‘S‘.lJ
v a 1
. wa2 Aanija OK
a 1 A < >
4.aanila New Entry tWo
o 1 Yo ) —>| New Entry J ‘ Eind... v
ﬂa%maua N‘S‘]J‘S’]Elﬂﬂvlll
u o Delete Entry ‘ Customize Columns... ‘ oK Cancel
MAYIONYINISADUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ArUSnemans urangiudustig

10.2 A5N1TFT9ARNYLILW (A1)

10.2.2 Maa3wBayad s g lwaIIsala (Aa)

@ Save Address List X
1 « Documents > My Data Sources v O Search My Data Sources P
Organize ~ New folder E - o

Saved Pictures "

Name Date modified T
@ Slidess2Y59

No items match your search.
© Word2016_Work!

&'l 1 .
@ Mirosof ord 6. NuvBaad lwna9 File Name:
8 Dropbox iatuiinifugudoya
& OneDrive
S This PC
e Vs 22
| File name: | 7 a 'I Q v
Save as type: Microsoft Office Address Lists ) Qo v
) 4

A Hide Folders

N\ NAIIIINEIMSABUNILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
7 Arudnenmans umanordodetsl

=

10.2 A5 NTFTNARNYLILW (A D)

@ a ' Mail Merge ~  x
10.2.2 M3a3wTaYALsUIARINE lHAINITALA (Aa) ?

Select recipients

Mail Merge Recipients ? X

1 1
Aa -~ A A
This is the list of recipients that will be used in your merge. Use the options below to 8 - ﬂ a ﬂ I’a a ﬂs" ﬂo-li a Yl
add to or change your list. Use the checkboxes to add or remove recipients from the ') 1 A
FADINIIFIVANRNIYLIYW

merge. When your list is ready, click OK.

®) Use an existing list
Select from Outlook contacts

Type a new list

Use an existing list

Currently, your recipients are
selected from:

InvitedR.. [V yruidss  londg A.AT.

InvitedR.. [V itdiwg [ i [Office Address List] in "InvitedRecipie
InvitedR... |V iown@ @ f— [ select a different list...
InvitedR... |7 Wnfuge Wil 2.05. 57 Edit recipient list...
InvitedR... |7 nuInT Usms 0.05.

InvitedR.. [V oMiviug  AnAa .05,

InvitedR... |7 EI%) safiving  0.05.

InvitedR... [V deyeysna wRina o,

< >
Data Source Refine recipient list

InvitedRecipients.mdb %lm._
T_—_| Eilter... o~ 0
s, 9, AN OK

— —— [OFind recipient..
‘ Edit... Refresh

[T Validate and . H Step 3 of 6
10- ﬂaﬂ‘n NeXt. erte_> | => Next: Write your letter

our letter

€ Previous: Starting document

MAIYINEIMSADUNILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
/' Anusnemang umisnoduidostng




10.2 A5NTFTARNLLILW (A1)

v U v A6 ey 1
10.2.2 ﬂ'ﬁﬂi'\\‘l‘ﬂaﬁﬁEiﬂ%ﬂﬁ&ﬁﬂi%ﬂﬁiqﬂniﬂqﬂ (a12)

KX 1 0 o2 34 5 . 1 . 6 . 17 8 . 1 . 9 ..
4l

Mail Merge ~  x
Write your letter
If you have not already done so,
writs w.
To add rec nt information to
your letter, click a location in the

document, and then click one of
the items below.

12. @ani More items...

[ Address black.

[ Greeting line.
=¥ Electronic postage...

9 1rew 2560

When you have finished writing
your letter, click Next. Then you
can preview and personalize each
recipient's letter.

= a o oA 1Y LYo
L?ﬁlu‘ <« 11. ﬂaﬂ@l']uﬁ%ﬂﬂ@lﬂ\‘lﬂ']{lﬁ‘ﬂﬂﬂda‘ﬂaﬂEl‘i‘]J

a9 @oydinfnfssniiania nATAneIn1sAaNRamas

Step 4 of 6

\Waedioeludui 19 wwnau 2560 ANasatA1i aede. 20

€ Previous: Select recipients

N\ MAYIDNYIMSADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU
7 nusnemans umaneduidealny

10.2 A5 NTFTARNLLILW (A1)

v U v A6 ey 1
10.2.2 ﬂﬁiﬁiqﬁﬂa&daa‘iﬂ%ﬂﬁﬂﬁﬂi%@l'\‘i'\\‘il')iﬁ‘qﬂ (a12)
| x5, @@n X

Wala Dialog

Insert Merge Field

Insert:

O Address Fields

[ { &

13. \Randayadsuiinasnislaasln

a Fields:

ARNILIN > | Em
-

First Name
Last Name
Company Name
Address Line 1
Address Line 2
City
State
ZIP Code
Country or Region
Home Phone

Aa
Work_Phone 14. aan Insert
E-mail Address 1

Match Fields... ‘ | Insert | ‘ Cancel ‘

N\ NAJYDNEINISABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
2/ AuSnemans umianedudealn

© Database Fields

10.2 A5N1TFT9ARNYLILW (A1)

TR T

3 1 ' 2 ' 3 4 ' 5

10.2.2 Maa3wBayad s g lwaIIsala (Aa)
e . : . Z 2 ~ Mail Merge - x

Write your letter

16. 9z131n7) Tag BauaswINENANTI
USNMNADINIT IBIARNILLI 8%k

9 LB 25¢

el «Titlen«First Name»«Last Name»

Bad Frydinganibsainania nAEnAnaINIIAaNNaLRes
17. @ani Next: Preview your letters

N\ MAIKIBNLIMSADUWILNDS
*] COMPUTER SCIENCE DEPARTMENT, CMU
7 nrusnenmans urianeduidestiy

10.2 A5 NTFTNARNYLILW (A D)

10.2.2 Maa3 Byl suaanaglwaIIsala (Aa)

Lo 02 .3 .45 .6 78

[Ibad

“~ Mail Merge - x

Preview your letters

18. Aan#l Next: Complete the merge 91/31n3)

| Recipient:1

#1292 Complete the merge ATAAINITOSI .

Make changes

9 L8 25¢ &

a ¢ A (= ® Yo [
W&IW‘WSB&NQL&la’f)ﬂ‘lﬁ&l’]ﬁlﬂdﬁd‘iﬂ@lalﬂ
SAedit

Exclude this recipient

When you have finished
previewing you s, cli

fers, click Next

(T8 WA AT, AN ANUAN

MAIYINEIMSADUNILNDS
*] COMPUTER SCIENCE DEPARTMENT, CMU
"/ Ausnemans umanedoidustug




10.2 A5NTFTARNLLILW (A1)

v U v A6 ey 1
10.2.2 ﬂ'liﬁi'l\‘l?laﬂaEiﬂﬁ)ﬂﬂﬂqﬂ‘t%ﬁ'ﬁﬁﬂn‘ﬂqqﬂ (a12)

Lo 02 3.4 a5 67

% - © ' Mail Merge - x
19. 92151 %198 Complete the merge —*{emsres

20. §29¥i1n13 Merge ssndnnitsInlstanans
now u,aw‘mnmaammfﬂmmaﬂiuﬂsa :
suasBsaiamlweananaaansale Tag 9 1EE 250 "
aantaan Edit individual letters..

Sgprint
By Edit individual letters...

(T8 WA AT, LANALL mwau‘

BFag doydinduiasainania naleanensraniama s

Step 6 of 6
J _ _ ! . . Y v | € Previous: Preview your letters

gm0\ NAJYI0NYIMSADUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
< 7 nusnemans umaneduidealny

10.2 A5 NTFTARNLLILW (A1)

v U v A6 ey 1
10.2.2 ﬂ’l?ﬂi'l\‘l‘l]a&dﬁE‘Jﬂﬁlﬂﬁ&'\ﬂi%ﬂﬁi’lﬂniﬂqﬂ (a12)

. Merge to New Docum...  ? X
21. YN Merge 328wt

6
TWdtanans d1@a9n13 Merge
v
ninualrAanidan All ——

Merge records

O Current record

Erom: To:
O

22. @anila OK —
q OK Cancel

& o o (= S s
1NHWININ15UWHN Save L‘]J%‘H%\‘ivlwal;aﬂﬁ’li LacdgINIIn
< a 6 . { a a Y
FAINNN Print aanmam%mwmﬂﬁmﬁaunmanmiﬂﬂﬂ

a0\ N1AJYIDNEINSADUWILODS
*] COMPUTER SCIENCE DEPARTMENT, CMU
2 /  Anuginemang umanoiduidvitnd

10.2 A5N1TFT9ARNYLILW (A1)

q.’: 1 a a A [ Vo a 1 U
10.2.3 N1 ANIIARNIYLILW 1%ﬂim&llﬂa‘ﬂﬂﬂaﬂiﬂﬁ)ﬂﬂ&l'lﬂl')ﬂ%ﬂ%lll,l,a')

3. aantla Start Mail Merge 2. AANUNL Maillings

H = Student_Exam_Room [Compatibility Mode] - WorG

File Home insert Design Layout References Review View Design Layout Q Tell me what you want to do

Rules

#Match Fields " [BFind Recipient

Edit Highlight ~ Address Greeting Insert Merge [, ;o jate [abels | PreView ) Finish &
Recipients - Recipient List Merge Fields Block  Line Field Results v Check for Errors | Merge
Create D Letters Wite & Insert Fields Preview Results Finish

A Boovv1 o 0280 0300 0400050006 1710801091 100 1 10 10120 1 130 1 140 1 150 1 A8 |
= & E-mail Messages 4 A
=9 Envel An1a H H
nyelopes.. 4. aantaan Step-by-Step Mail Merge Wizard

3 Labels...

~
& = Directory
% @ Normal Word Document

I’ri" Step-by-Step Mail Merge Wizard... i syaInAN®N
W,

- Fa-uwana
- vasdau

- u]

a ¢ &
1. WNWLﬁaﬁ'l'iql’aﬂ'J']Nﬁ]ﬂﬁ&l'lﬂ

O\ MAIIIDINEIMSADUWILNDS
*] COMPUTER SCIENCE DEPARTMENT, CMU
7 RousBneimans urEneduibty

10.2 A5 NTFTNARNYLILW (A D)

Mail Merge - x

Select document type

What type of document are you
working on?

5. ﬂamaansmmnﬂmmm‘lﬁ N o
-mail messages
tﬁu@m%mm’mu e

Envelopes

Labels

Directory

Letters

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

Click Next to continue.

. Aan Next: Starting document

6
Step 1 0of 6 /
| tecsomptocmes |

2\ NAIYIBNEIMSADUWILNDS
*] COMPUTER SCIENCE DEPARTMENT, CMU
"/ Ausnemans umanedoidustug




10.2 A5NTFTARNLLILW (A1)

7. Aantaan Use the current
document e LanaNsAANA9
T mnriiwuaiuuuaanane
CHI

N\ NAJYIDNEINMSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU

AUSNEIMIEOS UmInedudestnl

Mail Merge ~

Select starting document

How do you want to set up your
letters?

®) Use the current document |

Start from a template

Start from existing document

Use the current document

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

8. Aman Next: Select recipients

Step 2 of 6

=> Next: Select recipients

€ Previous: Selecl\ ot wizard step

10.2 A5 NTFTARNLLILW (A1)

Mail Merge -~ x

Select recipients
(®) Use an existing list
() Select from Outlook contacts

() Type a new list

Use an existing list
Use names and addresses from a
file or a database.

——— T Browse...

9. Aantaan Browse...

57 Edit recipient list

Step 3 of 6
=> Next: Write your letter

€ Previous: Starting document

N\ NIAJYDNEINISABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ASBneMEnS um3noduidulag

10.2 A5N1TFT9ARNYLILW (A1)

@ Select Data Source

@ CProgramming

X

4 @) < Documents > My Data Sources v U Search My Data Sources P

Organize ~ New folder E- 1 @
= Pictures * n Name B Date modified 1

10.2 A5 NTFTNARNYLILW (A D)

Select Table

Name Description Modified Created Type

Document1

o SlidesS2Y59

|1 +Connect to New Data Source
[ +NewsQLServerConnection
=) InvitedRecipients

7/6/2560 23:30
7/6/2560 23:30

"204100-004§"

7/24/2017 2:38:15 AM 7/24/2017 2:38:15 AM TABLE

@ Word2016_Workl
@ Microsoft Word
&3 Dropbox
4 OneDrive

S This PC

New Source...

Student_List_Example 20/7/2560 14:38 g '

217772560955 10, uﬁanvlﬂa("z’fauaﬁ

Student_List_Example.xlsx

File name: [Student_List_Example

11. Aan Open
V‘ All Data Sources/

Tools ¥ |‘ Open ‘l Cancel

MAAIIINEIMSABUWILNDS

COMPUTER SCIENGE DEPARTMENT, CMU
AruSneIMIAOS UHIneEUEdeItH

First row of data contains column headers OK Cancel

f A

a
12. aan OK
MAIYINEIMSADUNILNDS

COMPUTER SCIENGE DEPARTMENT, CMU
"/ Anusnmmans umanodudualig




10.2 A5NTFTARNLLILW (A1)

Mail Merge Recipients ? X

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.

\ da L|f | wiEind... «|voa... o
Student... w3yg... |wwet. |1 |5508101..|RB3304
Student.. [¥ Tndwe.. uAw. 2 5603102.. RB3304
Student.. [¥ ‘luwsn waal.3 5603102.. RB3304

a ) [=4 £
13. dnLRaniBAnNwiD
[ A v [
Tayaficain1sls

< >
Data Source Refine recipient list
Student_List_Example.xlsx ‘%], Sort...
W titer...
% Find duplicates...

C5 Find recipient..
[ Validate addresses..

n
o |+ 14.mAnOK
MAIYIDNYIMSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ANSNEIMANS umIneduidealnl

‘ Edit... ‘ ‘ Refresh ‘

10.2 A5 NTFTARNLLILW (A1)

a v 1

16. @an Insert Merge Field LiValdan®iiZaNAaIns 18K SHABNANBN

H ©- Student_Exam_Room [Compatibility Mode] - Word

File Home Insert Design Layout References Mailings Review View Design Layout

\/ Tell me what you want to do

EEEECEIEEL ¢ sy
= =5 |
= = ¥ (v 24 == V% Match Fields SFind Recipient :
Envelopes Labels Start Mail ~ Select Edit Highlight ~ Address Greeting Insert Merge Update Labels Preview |~ Finish &
Merge - Recipients ~ Recipient List Merge Fields Block  Line Field ~ Results | Check for Errors Merge ~
Create Start Mail Merge Write & | A review Results Finish
vl
20001 i1 28( 30140105, » ce10e 1t 1200 1301 v 1401 15 1 AR | 170
L I B | | *‘,“ | | TR | | | | | | | é!
da
~ Insert Mail Merge Field
- NI
- viavwau
&
- sainAnu | x

- Fa-uwana
N wassay
< \ -

15. danauniefiezlddoya

MAJYDNYINSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
AU3NENAENS URInuAuduI

10.2 A5N1TFT9ARNYLILW (A1)

18. @an Finish & Merge 91nwtaan Edit Individual Documents...

H -0 = Student_Exam_Room [Compatibility Mode] - Word T

le Tool; Sign in 3] —

File Home  Insert  Design  layout  References [NEVEUNEEMM Review  View  Design  Llayout ) Tell me what you want to do
5 N [=1 =N k -
EEEICICIEE T =
=l = & @/ = =5 3¥Match Fields [Brind Raapiant
Envelopes Labels Start Mail ~ Select Edit Highlight Address Greeting Insert Merge ... | pels Preview Finish &
Merge ~ Recipients - Recipient List Merge Fields Block  Line Field ~ Results [ Check for Errors | Merge~
Create Start Mail Merge Write & Insert Fields Preview Results 7 Edit Individual Documents...
2010101 B [ Zl\’“z‘ 4.1 5 1617181911001 111 120 13 DU Ly .
- £ L& Print Documents Mail NMavan o
| Merge to New Document (Alt+Shift+N)
{1 Send Email Messages.
~ Select recipients
= © Use an existing list
_ Select from Outlook co
= - — Type a new list
svainAne  «awainAnen
e in—u’wﬂn_a «"ﬂl‘ﬂ» CUIMANR» A wisting list
- y Currently, your recipients &
viassay RUCIEET | - selected from

17. @an Insert Merge Field tal8an#122anATUNLIIABINT

MAAIIINEIMSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ABReIMIANS UrIneduidestl

10.2 A5 NTFTNARNYLILW (A D)

Merge to New Docum... 7 X

o [ P ' [
A 1v9. n1ns Mergeyi'amﬂtmmvlﬂmanmi an
> a =
@i / faInN13 Merge NIvaA Ivaantaan All

O Current record

O Erom: ‘ ‘ To: ‘ ‘
OK Cancel
A Cordia N A X AaBbceDd Aabeedc AaBbC AaBbcel A B asebcer
Paste o atpainter B 1 U e Xa X v-A- 1 Nomal | TNo Spac.. Heading 1 H Title Subtitle

20. @an OK e edne o .
NaaWﬁﬂlﬂ‘lﬂa\‘lﬁ]’mﬂ’]ﬂ'ﬁ Merge

mtindinin ssos10145

Foumann  walging wiygui
Vowsu  RB3304

2\ NAIYIBNEIMSADUWILNDS
*] COMPUTER SCIENCE DEPARTMENT, CMU
AfSBngMans unBnerduduslng




10.3 ﬂﬁiﬂ%’]ﬂ‘ﬁﬂd%ﬂﬁ&l'} 2B

a i &
1. AANNILNL Mailings

O

a_d. i Home Insert Design Layout References
2. aanhia 4 . ?
Start Mail 5 |
Merge Envelopes Labels |Start Mail | Select Edit Highlight Address Greeting I
ecipients ~ Recipient List | Merge Fields Block  Line
Create E] Letters Write & Ins
L o . |‘Cw‘1‘ 201030
(=1 E-mail Messages O
=1 Envelopes...
- =3 Labels..
~a =
3. Aan Step- 5 E Diediory
by-Step Mail * Normal Word Document
Merge Wizard i .

%y Step-by-Step Mail Merge Wizard...

MAJIINYINSADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU
ANSNEIMANS umIneduidealnl

10.3 NNIFINBIIARNIYLI L (A D)

Mail Merge ~  x

Select document type

What type of document are you
working on?

4. aanLaan Envelopes Wa
° < Letters
ﬂ’]ﬁ%ﬂﬁﬁ'\ﬂ‘itﬂ"lﬂtﬂ%‘ﬁad

E-mail messages

IANKNY e ® Envelopes

Labels

Directory

Envelopes

Print addressed envelopes for a
group mailing.

Click Next to continue.

5. Aan Next: Starting
document

Step 1 of 6

=> Next: Starting document

MAJYDNYINSABUWILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
AU3NENAENS URInuAuduI

10.3 NNIFATNBDIVARNIYLIL (A D)

Mail Merge - x

Select starting document

How do you want to set up your
envelopes?

i
(®) Change document layout

() Start from existing document

Change document layout

Click Envelope options to choose
an envelope size.

=1 Envelope options...

a
6. @man Next: Select Step 20f 6

— I =) Next: Select recipients I
recipients € Previous Slect document tvoe

Next wizard step

N\ MAIKIBNLIMSADUWILNDS
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v /= | 1
10.3 NMIAIWNBDIIAKNIYLIYW (A1D)

Envelope Options ? X

7. 1lR2NVYWIA
HDIVAKRNIY

: Envelope Options  Printing Options

Envelope size:
Size 10 (41/8x91/2in) N7

Delivery address

Font... ‘ From left:  Auto j‘
From top: Auto %{

Return address

Font...

Preview

From left: Auto %ﬂ

From top:  Auto ;‘

.| 8.AANOK
\L‘ ‘ Cancel
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10.3 NNIFAINBDIIARNYLIL (A D)

Mail Merge ~ x

Select recipients

9. @an Use an existing list ~ —>| ¢ veu o
A a Y da 1w Y,
LWBLRE]ﬂ‘IIE]&JR‘YINE)%ILLEnN']GI%

1%ﬂ’li§l%’]\‘l‘ﬁﬂ\‘l%ﬂﬁ&l’lﬂﬁﬂ%

Select from Outlook contacts

Type a new list

Use an existing list

Use names and addresses from a
file or a database.

[ e «—]—— 10. @an Browse...

£ Edit recinient list

Select recipient list file

Step 3 of 6
= Next: Arrange your envelope

€ Previous: Starting document

MAIYIDNYIMSABUWILNDS
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ANSNEIMANS umIneduidealnl

10.3 NNIFINBIIARNIYLI L (A D)

[ Select Data Source X
1+ (@) < Documents > My Data Sources v U Search My Data Sources Pl
Organize ~ New folder m @
@ CProgramming * Name Date modified 1
My Data Sources j +Connect to New Data Source 7/6/2560 23:30
@ SlidesS2Y59 j +NewSQLServerConnection 7/6/2560 23:30
© Word2016_Workl @) InvitedRecipients 24/7/2560 3:44 - ¢
_ 6] Recipients - 24/7/2560 3:53 11. 1AD ﬂ1ﬂa
@ Microsoft Word E <
B Student_List_Example 24/7/2560 2:38 % Yo
£3 Dropbor FUDYARIY
4 OneDrive
9 This PC
* Network
v < >
New Source...
File name: ‘Recipients V‘ All Data Sources N 12 ﬂan open
Tools ¥ | Open H Cancel
| —
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Select Table ? X

Name Description Modified Created Type
7/24/2017 40927 AM 7/24/2017 4:09:27 AM TABLE

< >
First row of data contains column headers OK Cancel
7Y 24
1
13. Aan OK

MAAIIINEIMSABUWILNDS
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Mail Merge Recipients ? X

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.

14. AANLATAINRANY

[ v Y Yo
DADNNRBIVDINANIY  —
P o 1 by o

naag ﬂ’lii]’l‘lﬁ‘lx']‘ﬁﬂ\‘l

Address - A

Recipie... I7 LANOUY A.. HTNYAIANRS.. MATTINL...
Recipie... |7 7Maun k.. grisaians. maivi..
rz v

N P P A, - ENI

< >
Data Source Refine recipient list
Recipients.xIsx ‘%l Sort...
Tj Filter...
% Find duplicates...

U) Find recipient...
‘ DVaIidate addresses...

‘ Edit... ‘ ‘ Refresh

« 14. @an OK

MAIYINEIMSADUNILNDS
COMPUTER SCIENCE DEPARTMENT, CMU
ARSNEMANS UrIneduEduI T




10.3 NNIFAINBDIIARNYLIL (A D)

wosmawnuiuu - Word

S share

[YEIE Review  View O Tell me

B ﬁ 3 [ SRules ~ &y M4 > M
E8 ) - 3
A Match Fields. DFind Recipient

Address Greeting Insert Merge = |\ | Preview
i Block Line  Field - & fesults [ Check for Errors

Write & Insert Fields Preview Results
30040 506 7 8 1910w SIS e s
&)

H .
Mail Merge -~ x
Select recipients
®) Use an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Currently, your recipients are
selected from:

[naifarEus] in *Recipients.xlsx"
[T select a different st

]
L 57 Edit recipient list

, a A o 1A
mnd 15, @ANcursor NATWKRIINABINIT
MBI

16. AaNN Next:
Arrange your

Step 3 of 6
> Next Arange vour envelope

envelop

e ——
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10.3 NNIFINBIIARNIYLI L (A D)

Mail Merge - x

Arrange your envelope

If you have not already done so,
lay out your envelope now.

To add recipient information to
your envelope, click  location in
the document, and then click one

17. @ani Address block... tialazan

%

[
NI
Y]

Gr
Insert formatted address
d Electronic postage.

[ More items.

When you have finished arranging
your envelope, click Next. Then
you can preview each recipient's
envelope and make any individual
changes.

Step 4 of 6
=> Next: Preview your envelopes
€ Previous: Select recipients
MAJYDNYINSABUWILNDS

COMPUTER SCIENCE DEPARTMENT, CMU
ASBNEMANS um3nududulln

10.3 NNIFATNBDIVARNIYLIL (A D)

nsert AdressBlck 18. aantdansduuunisnegeitegfsy

Specify address elements Preview
Insert recipient's name in this format: Here is a preview from your recipient list:

Joshua Randall Jr. ~ 1 b oM

Joshua Q. Randall Jr.
Mr. Josh Randall Jr. savenans1anst os. 1ands uandas
Mr. Josh Q. Randall Jr. majininanisaamiieas aarinmenans uminm&udoolui 5020
Mr. Joshua Randall Jr.
Mr. Joshua Q. Randall Jr. v
Insert company name
Insert postal address:
Never include the country/region in the address
Always include the country/region in the address
Correct Problems
Only include the country/region if different than: ) . .
If items in your address block are missing or out of order, use Match
United States ~ Fields to identify the correct address elements from your mailing list.

Format address according to the destination country/region Match Field:

< 19. @an OK

Cancel

il:‘l.li’mgifa AN <<AddressBlock>> Aganad

| «AddressBlock»

UBHRBINTEAY

MAAIIINEIMSABUWILNDS
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v /= | 1
10.3 NMIAIWNBDIIAKNIYLIYW (A1D)

Mail Merge ~  x

Arrange your envelope

I you have not already done so,
lay out your envelope now.

To add recipient information to
your envelope, click a location in
the document, and then click one
of the items below.

Address block.

Greeting line...

=} Electronic postage...

3 More items.
When you have finished arranging
your envelope, click Next. Then
you can preview each recipient's
envelope and make any individual
changes.

Step 4 of 6

20. Aani Next: Preview yours envelopes —[ > ot

©

€ Previous: Select recinients
Next wizard step
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10.3 NNIFAINBDIIARNYLIL (A D)

Mail Merge -~ x

Preview your envelopes

One of the merged envelopes is
previewed here. To preview
another envelope, click one of the
following:

E Recipient: 1 E

[3Find a recipient...
Make changes
You can also change your
recipient ist:

57 Edit recipient list...

Exclude this recipient

When you have finished
previewing your envelopes, click
Next. Then you can print the
merged envelopes or edit
individual envelopes to add
personal comments.

Step5of6
—PI => Next: Complete the merge I

€= Previous: Arranan v anualana
Next wizard step)

N\ MAYIDNYIMSADUWILODS
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21. Aanf Next: Complete the merge

Mailings
N ’:B

ess Greeting Insert ‘V:erge Update Labels Preview

ck  Line

Write & Insert Fields

4

ngaaY

10.3 NNIFINBIIARNIYLI L (A D)

Sign in

Review

F:L‘ “Rules ~ «p M

% Match Fields

W B

[3Find Re it

i Finish &

Results| [ Check for Errors  perge -
Preview Results Finish ~

s;‘_e R RN R R TR TR RN IR o TR COR R A R C I

Mail Merge -  x

« 22. 9z N KA
Complete the merge

Complete the merge

Mail Merge is ready to produce
your envelopes

To personalize your envelopes,
click "Fdit Individual Envelopes.”
This will open a new document
with your merged envelopes. To
make changes to all the
envelopes, switch back to the
original document.

Merge

By i

23. @an? Edit

F0IMEANTIVI38 A3 1003 YayFea indiViduaI

madnInensaeuiiimed auzinmmaad

wnanendadeali s0200

envelopes... Wani

N13 Merge saailn
¢ ¢

nibslWldtanans

Step 6 of 6

€ Previous: Preview your envelopes
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y Merge to New Docum... 7 X
24. 113 Merge 5280t H% 9

TWaanans d1@a9n15 Merge
nonaaluAantdan All ——

Merge records

@al

O Current record

O Erom: To:

25. @anila OK
b OK Cancel

& = o o = = < = s
INTHHDININITURNAN Save BDIVARNILLI ALK INALANAIT WAZFINIT
FINNUN Print 00nN19LA3DINNN bl awnutana1snalil
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