IR

NMIRINIVD N

b1

° NNIRINITAIVARNILD LI




e
AARNIYLI U

= : A 'y

AANRNIYLIBH (Mail Merge) Aa NIIRINIARNILAFE
AQUUNTLWBARUBANIWNY  LARINLENGIIN WA %au,azﬁagj
mao;ﬁu mﬂmﬁaaﬁwﬁﬁ]wmmwiamﬁiﬂﬁ’ﬁu@%'uﬁaz

ﬂmzﬁﬂﬁlﬁﬂLfamLLaz@iauﬁ’Ngio {117



/
6 QU =
29AUIZNOUVAINITRINNIARNILLIL U

6 1 1
Jovadsznay 2 agadlatn

HaAMHNIAKNIY A LENFIITUABNTNANETITWIRUIBLI Y
ITUIARNY ToaN rIauuuWesuae g IWalTiduduuuuve

e TSIV g HEMY)

ifaagaé’%’mwmns Ao TayainuTaussagyeIniu %ﬁaxlﬁuagj’

lummadsadaniaangrutoys



/9/ A ?
NN NNIVAN T L IE b

L9 2 gauAe
MR BIRILAZNITAIAIGRN YL YT

NIRINIY] ayjmﬁmwm ﬂlu@niwaﬁ%ﬂﬁﬂ



A AL RLAZ NIRRT
(A8/Wizard)

a 6 §

NUNLAAINIARNNL

a ~

AanLLnNLy Mailings

a

AAN1A Start Mail Merge

A

AanLaan Step by Step Mail Merge Wizard...

D

A

A % v = =
ﬂamaaﬂgﬂ LUUNEun Lt duwaan et g

D

1
=

ARNY Next: Starting document

D

A

ARNLRAN Use the current document LN NRITATNAS LT 31345

o

AT ULN UL LI RN

D

ARNT Next: Select recipients



}@%%‘OLﬁ@%

(A8/Wizard)

Insert Page Layout References r‘-1ailings. Review Wiew Acrobat
-‘1. *P Rules I [ E‘*
érl : ) ) - B
- Match Fields 73 Find Recipient
Startl‘gaill Select Edit Highlight Address Greeting Inser Preview e _ Finish & Merge to
Merge = |Recipients ~ Recipient List || Merge Fields Elock Line Fi Update Labels || Results v Auto Check for Errors || perge Adobe PDF
R Letters I Write & Insert Fie Preview Results Finish Acrobat
- ]
i E-Mail Messages - - R T - - e e - B - R R [ R R S S R A RS SR RS T S R R - R
= ] ' ' ' ' ' ' ' ' ' ' '
=1 Enyelopes...
iyl | Labels... = = = e
w| AMEFITIVEINITARINWILFR S
3 Directory
I? HNarmal Ward Document
’u_ . A=l B _ A = T = o = 8
=3 Step by Step Mail Merge Wizard.. ATUZANEVANART LU INYIARTEN T

ATLAGMN BLNaIEeY A9udaies tugl 50200

16 LB 2553

LTeIL

=

Fes @i sufiasatnain MefTAngmsasuiames

I



@8Wizard)

Mail Merge -

Select document type

What type of document are you
wotking on?

@' Letters @

() E-mail messages
() Envelopes

() Labels

(:} Direckory

Letters

Send letters to a group of people,

‘f'ou can personalize the letter
that each person receives,

Click Mext to continue.,

Step 1 of 6

% Mexk: Starting document ®
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Use the current document
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Step 2 of 6
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Select recipients

MNew Address List

() Use an existing lisk
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) Tvpe a new lisk

Use an existing list

Currently, vour recipients are
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Complete the merge
Mail Merge is ready ko produce
wour letters,

To personalize your letkers, click
"Edit Individual Letters," This will
open a new document with wour
merged letters, To make changes
to all the letters, switch back ta
the original docurment.

Merge

L5 Prirt...

9 Edit individual letters. .,

Step 6 of 6
@ Previous: Preview your letters
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Preview and print the document
\j Mew
Print
~ @ Select a printer, number of copies, and
L/ Open other printing options befare printing.
@ Quick Print
H Save @ Send the document directly to the

default printer without making changes.

lﬂ , Print Preview
Save As a E .
= Preview and make changes to pages

before printing.

Print L]

:% Prepare
E Send r

4 Publish ¥

-

| Close

] Word Options | | X Exit Word
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. Create |||

Letters
E-Mail Messages

Enyelopes...

Labels...

Directory

-‘;‘/ Auto Check for Errors

Normal Word Document
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Step by Step Mail Merge Wizard. "™
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Mail Merge

Select document type

What type of document are you
working on?

Letters

Envelopes
Labels
() Directory

Letters
Send letters to a group of people.

You can personalize the letter
that each person receives,

Click Next to continue.

Step 1of 6
% Next: Starting docum

Next wizard step|

Mail Merge

Select starting document

How do you want to set up your
letters?

) Use the current document

tart 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 redpient
information.

Step2of 6

@ Next: Select recipients

¥ Previous: Sele
Next wizard step

Step3of 6

Mail Merge

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.

] Browse... <

o it A% S
Xk Select recipient list file

® Next: Write your letter

& Previous: Starting document
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Document1 - Microsoft Word

Finish &
Merge *
|| Finish
Mail Merge X
Select recipients
(®) Use an existing list
() select from Outlook contacts
® v 1 L« Work(E) » com_10054 » EditSlide » Mailmerge Search Mailmerge Liio= armaies
Use an existing list
Organize v New folder Use names and addresses from a
1 file or a database.

23 Dropbox A Name

@ data_mailmerge.xlsx
E@ ex_data_mailmerge.xlsx
@ Lab06 - Mail Merge.docx
<
~

4 Libraries 4 Edit recipientlist...
L] Apps

@ Documents
J Music

[&5] Pictures
. Videos

530510636

530510678

+& Homegroup
531310310

/% Computer 540110008 |W19ENIAUEIAI
E Local Disk (C:)
&3 CD Drive (D:)
= Work (E)

s Backup (F)

540110269 |wnailéian

540310080 [WNAIWTEM

540310084 |WNaENMAVIAY

o g > M 4 » M| 204100-003000 2

New Source...

File name: lex_data_mailmerge.xlsx v ‘ IA" Data Sources (*.od¢;*.mdb;* v

Tools ~ I Open<} l VBT I

Step3of6
% Next: Write your letter
4 Previous: Starting document
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Document1 - Microsoft Word

| Finish &
Merge

|| Finish

Name

[2]'204100-003000¢

<

Description  Modified Created Type
7/15/20149:06:09 AM  7/15/2014 9:06:03 AM  TABLE

First row of data contains column headers

ARG =
Select recament
(®) Use an existing list
(O select from Outiook contacts
(O Type a new list
Use an existing list
Use names and addresses from a
file or a database.

Browse...

i Editrecpientlist...

Step3of6
@ Next: Write your letter
4 Previous: Starting document
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Document1 - Microsoft Word

‘ | :‘
b=
Finish &
' Merge -
|| Finish |
1| Mail Merge v x

Seleck recipict
(®) Use an existing list
(O Select from Outlook contacts
(O Type a new list
Use an existing list
Use names and addresses from a
file or a database.

This is the list of recipients that will be used in your merge. Use the options below to add A
checkboxes to add or remove recipients from the merge. When your list is ready, dick O Edit recipient list...
e I

| 520310054

wnATIAMeT 530110310
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T A Aisag 530510636
Soiie wwnlgd 530510678
whosAuysnl  wwiiAvE 531310310

FRRund wnATARIsEd 540110008
uzlusih waFdian 540110269

ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...
ex_data_mailmerg...

R RAA

ex_data_mailmerg...
Data Source Refine recipient list

ex_data_mailmerge.xisx a| 2| sort..

427 Find recipient...
Validate addresses...

Step3of 6
% Next: Write your letter
<@ Previous: Starting document
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Table Tools

Home Insert Page Layout References | Mailingsl Review View ‘ Design Layout
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CIEY

Find Recipient

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview | -, Finish &
Merge ~ Recipients ~ Recipient List | Merge Fields Block  Line Field~ (2] Update Labels || pesults | S Auto Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish

siminfnmn «aiminanye
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wuana

. Wasaay

Hiasaay

Page:1of 1 | Words:6 | ¢S Thai (Thailand) |
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dels || Start Mail  Select Edit

BN e

Highlight Address Greeting Insert Merge

Merge ~ Recipients ~ Recipient List | Merge Fields Block

[ ]

%« Auto Check for Errors

23 Editindividual Documents... |

Start Mail Merge Write & Insert Fields
J¥fminann 540110008
a o <
¥a - wwana wenafuenmiaiums
Hasaau RB3309

Words: 13 | (5 Thai (Thailand] |

25 | Print Documents... L

| Send E-mail Messages... Merge to New Doct

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

S

Find a redipient...
Make changes
You can also change your
redpient list:
Edit recipient list...

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

Step5of 6
% Next: Complete the merge
4 Previous: Write your letter
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ANTILLYI Mailings
AN1y Start Mail Merge
ARNLAanN Step by Step Mail Merge Wizard...
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QRN

AfNLaan Next: Starting document

ARNY Next: Select recipients
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'
—r/r Home Insert Page Layout References Mailings Review View Acrobat )
—r—=& Start Mail Merge '| =] Address Block =P «» L=
Z]| Letters eeting Line - . :
Create - ; Freview || Finish & || Merge to
- i E-Mail Messages sert Merge Field ~ 2]  ||Results ~|| Merge - || Adobe PDF
=1 Envelopes... Insert Fields Finish Acrobat
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- ,3 Directory
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- I_p_f'_| Step by Step Mail Merge Wizard...
.

Page:1 of1 | Words: 0 | English [United States)
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Mail Merge hd

Select document type

What type of document are you
working an?

(") E-mail messages

(@ Envelopes®

() Labels

(") Directory

Envelopes

Print addressed envelopes for a
qgroup mailing.

Click Mext to continue,

Step 1 of 6

& MNext: Starting document @
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Mail Merge v x

VAN
e
s

Select starting document
How do you want to set up your
envelopes?

(") Use the current document
@ Change document layout
(") Start from existing document

Change document layout
Click Envelope options to choose
an envelope size,

=1 Envelope options...

Step 2 of 6

@ Mext: Select redpientse
# Previous: Select document type
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AanLtaan Use an existing list
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AaNN Select a different list...
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AaN1ay Open

q
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aanily OK
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A8NY1 Next: Preview yours envelopes
ARNT Next: Complete the merge

9z1/37n7) %1198 Complete the merge
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Select recipients

ﬂ?ﬁL‘%ﬂﬂlTTaﬁJﬂNﬁﬂﬁ]@‘ﬁﬂﬂ ﬂmﬂmmam

(@ Use an existing list ®
(") Select from Outlook contacts

(™) Type a new list

Use an existing list

Currently, your redpients are
selected from:

[Office Address List] in " ata.mdb”

Select a different list.., @

7% Edit redpient list...

Step 3 of 6

& Mext: Arrange your envelope

4@ Previous: Starting document

38



/
338N 3TpUaRTVINNNIBINNZIUTBYS

@ Select Data Source ﬁ

I\_J"’”\_/l =y » All Data Sources » - |4f| Search D |
Organize « =+ O IZ@I
(v, Mitrosoft Office W /:I
[ Favorites | |

Bl Desktop
Lol swin gdb +Connect to +MewSQLServerC )
2 Mo preview
Mew Data onnection.odc .
o 5 dec available.
. Libraries Drces
1% Computer
&, Local Disk (C:)
a Local Disk (D)
= loral Disk (F7 7
Mew Source...
File name: sq540.mdb - [AII Data Sources (*.odc*.mdb;™ -
1 T z 1
Tools 4 Open @ J l gl J
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-

Mail Merge Recipients

9 |

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list, Use the
checkboxes to add or remg, ipi isti i

Data Source F Last Name | First Mame - | Title « | Company MName | Addre
Ao | o | GHK.co.ltd
s1wdin.mdb | CE 1412 b IDC.co.ltd 123 sl
s1uda.mdb ¥ land #ias LN Infopress 16612
1| 1] [ 3
Data Source Refine redpient list
segia.mdb 4| sort...
W Filter...

i;l Find duplicates. ..

4 Find redpient...

.:L- Validate addresses...
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Mail Merge - X

Select recipients

@ Use an existing list
(") Select from Qutlook contacts

(™) Type a new list

Use an existing list

Currently, your redpients are
selected from:

[Office Address List] in "5 gta.mdb"
ci| Select a different list. ..

% Edit redpient list...

Step 3 of 6

& Mext: Arrange your envelope ©

4@ Previous: Starting document
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Mail Merge v X

Arrange your envelope

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

To add redpient information to
your envelope, dick a location in
the document, and then dick one
of the items below,

=] Addressblock...®
=] Greeting line...

;.?] Electronic postage...
j’ﬂ Maore items...

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

Step 4 of 6

& Mext: Preview your envelopes

@ Previous: Select redpients
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Insert Address Block

LD [

Spedify address elements

- .
TFEEn

15

Insert redpient's name in this format:

Joshua -
Joshua Randall Ir.
Joshua Q. Randall Ir. |
Mr. Josh Randall Jr.

Mr, Jash i Randall r.
Mr. Joshua Randall Jr. o

Insert company name
Insert postal address:

() Mever indude the country/region in the address
() Always indude the countryfregion in the address
@ Cnly indude the country/region if different than:

Thailand

Format address according to the destination countryfregion

Here is a preview from your recipient list:

K<l |2 B> [

AL N3y fiAy

GHK. co.ltd

222/37 i 2 shuaduin
dunadias teaini
50200

Correct Problefns

If items in your address block are missing or out of order, use
Match Fields tp identify the correct address elements from your

mailing list.

[ o

| Cancel |

3rngUan1nu <<AddressBlock>> -

UPRABINTZAN 1 -

]

[
i

QEETRE

«AddressBluck»l
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Mail Merge

Arrange your envelope

-

=

lay out your envelope now.

To add redpient information to

of the items below.
2] Address block...
2] Greeting line...
ﬂ Electronic postage. ..
ﬂ More items...

When you have finished
arranging your envelope, didk

recpient's envelope and make
any individual changes.

Step 4 of 6

If you have not already done so,

your envelope, didk a location in
the document, and then dick one

Mext. Then you can preview each

4 Previous: Select recpients

& Mext: Preview your envelopes @
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Mail Merge X

Preview your envelopes

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

- Recdpient: 1 -

47 Find a redpient...

Make changes

Yfou can also change your redpient
list:

@ Editredpient list...

’ Exclude this recipient

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

Step 5of 6

% Mext: Complete the merge @

“@ Previous: Arrange your envelope




Mail Merge v X

Complete the merge e

Mail Merge is ready to produce your
envelopes,

To personalize your envelopes, dick
"Edit Individual Envelopes. ™ This will
apen a new document with your
merged envelopes, To make
changes to all the envelopes,

switch back to the original Hl-g-l'1'I'E'I']-'I'4'I'5'I'E"I'}"I'S'I"B'I'l'ﬂ"

document,

137n7)11i198 Complete the merge

LRAIINTDIFANRNIYLILULRTAUTUUS DY ULARD

Merge
L Print...

ﬁ Edit individual envelopes, ..

Step 6 of 6

n3 IRn &

- =1
ASL N3 ¥ LAY
GHE.co.ltd
222/37 Hy: 28MA G

] o = 1
gun0Eiad waalwl

30200

@ Previous: Preview your envelopes I.-
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