Making Quick Tables

Choosédnserttab.
Thenclick Table.
Thenclick Quick Tables.
Selectthe style of tablefrom the Quick TablesGallery.

You canclearthe sampledatafrom thetableby selectinghetableandpressingDelete.
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— Home Insert Page Layout RETErances

.......
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Making Charts (Split-Pane View)

Click thelnserttab.

@ H9-5 = MyTem - Microsoft Word (Trial) - =X
yeteay —————
0 el -

Home I Insert \l Fage Layout References Mailings Reu:ew V'rew @
@ Cover Page ~ E . ElEl @ Shapes = & Hyperlink é Header ~ A= |_-| Quick Parts - Lﬁ Signature Line - T Equation ~

" =

] Blank Page = ‘Smarﬂ\rt A& Bookmark 5| Footer - .aiWordArt' @Date & Time £2 symbol -

= Table Picture  Clip Text Az

= Page Break - Art i.h Chart '#] Cross-reference |ﬂ Page Mumber ~ Box~ == Drop Cap g Object -

Pages || Tables | Tlustrations Links || Header & Footer | Text Symbols

Click thelnsertChartbutton.

ol EE @ Shapes =
Fiki| [ —
A I3 smartArt

Click thecharttype you want.

Click OK.
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Ficture Cllp tih ChartJ
Nllustrations
Click acategoryin theleft pane.

3 Templates
’[[h[l Column

|ﬁ Line

& Fie

E Bar

kA Area

G XY (Scatter)

|is]  Stock

@ Surface

& Doughnut

@2 Bubble

Wy Radar

XY (Scatter)
Stodk
Surface

Doughnut

LOBMEEEMNe

Bubble

@ Radar

WL

st

ad| 08

m

| b

o

E

¥

™~

o

=

Ve RPN I_|\_|I/:|_|I¢:|

[ Manage Templates... ] [ Set as Default Chart ]

)




3 Templates Column ~
RS ) (%] 28] J9a] 0% 93] )
|t Line =
& Pie
= o i) Jaf| (03] | ] s ad] A4
A Area || Ty, re 3 - Wy
< xveam (R L) a4 AA]
Il Stock
6@ Surface L3
@ Doughnut P\/ W \/\/ B,}:,( Py, L‘/I\'; A
% Bubble -
Wy Radar Pie
A | o] AR | an] | el v
[ﬂanageTemplates... ] [ Set as Default Chart ] [ K ] [ Cancel ]
To createa chart,changehe sampledatain the Excelworksheet.
(™ A R BN R Chart in Microsoft Office Word - Microsoft Excel - = X
caf————
\ | Home l Insert Page Layout Formulas Data Review View @ - 8 X
£ Calibri 11 - General - Cunditiunal Formatting = | 5= Insert ~ - ﬂ [ﬁ
Ee |B I u '”A‘ ,{| |$ - o ’| 5% Format as Table ~ 5 Delete - | (@]~
Paste | o e Sort & Find &
- | """" '”&' A.'| e -:'EE| (S Cell Styles - ‘ ElFormat~ | 2~ Fitter~ Select -
Clipboard T Font ] Alignment IFi Number = Styles Cells Editing
AG - (- £ | ¥
A | 8 | ¢ | o E | fF | & | w | o [ 1 | k [
1 Seriesl Series2 |Series3
2 |Categoryl 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3 |
5 Category4 45 2.8 5 1
6 |
] ]
7
8 | To resize chart data range, drag lower right corner of range.
9|
10|
Et
12
13
M 4+ M| Sheet1l <%
Ready | =] =] ——

To closetheworksheetglick the Closebuttonon the Excelworksheetandreturnto Word.
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Category 1 Category 2 Category 3 Category 4

W Series 1
B Series 2

W Series 3

Open and View Chart Data

Click thechart

6

Category 1 Category 2 Category 3 Category 4

W Series 1
B Series 2

W Series 3

Click the DesigntabunderChartTools.
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e | H®-u - MyTem - Microsoft Word (Trial) | Chart Toals | - = X
toay
Home Insert Page Layout References Mailings Review View Design Format @
TIEEEL T RE
g W ([ —
_ _ 5 i ol e :
Change  Save As Switch Select Edit Refresh — - _ _
Chart Type Template || Row/Column Data Data Data - -
| Type | Data | Chart Layouts Chart Styles

Click the Edit Databutton.

— '_
radi T
Switch Select‘ Edit |Refresh

Row/Column Data Data Data
l Data ]

Thenclick the Closebuttonon the Excelworksheetindreturnto Word.

(g RN B R _‘_: = Chart in Microsoft Office Word - Microsoft Excel - =X
- | Home I Insert Page Layout Formulas Data Review View @ = T o
ﬁ ﬁ Calibri -l -l (S 5 General e A,! E'ﬂlnsert' z - %7'
Bz U-[A &S B8 - % 1 I Delete - || [~ da-
Paste -| & A | | @/v ‘_‘ﬁE ;EE Styles @Format' G-
Cllphuald Ta Font s Alignment s Mumber & Cells Editing
AS -Q £ |
A | B | ¢ | b e | rF | & | nu | 1 i
1 Seriesl Series2  Series3
2 |Category 1 4.3 24 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 Category4 4.5 2.3 5 3
5] ]
7]
8 | To resize chart data range, drag lower right corner of range.
9 |
10
11|
12|
13|
4 < » ¥ Sheet1 %]
Ready | =] ] 0

Enter Data in the Worksheet

Click thechart
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4
W Series 1
3
B Series 2
W Series 3

Category 1 Category 2 Category 3 Category 4

Thenclick the Edit Databuttonon the DesigntabunderChartTools.

=N

Switch Select | Edit |Refresh
Row/Column Data Data Data
Data ]

To deletethe sampledata,click the upperleft headingouttonto selectall thecells

o . E]
| 4]
- Seriesl Series2  Series3
"2 |category 1 4.3 24 2
"3 |category 2 2.5 a4 2
"4 |category 3 3.5 18 3
5 |category 4 45 238 5
6
- =
- To resize chart data range, drag lower right corner of range. 1
=
10
u
2
1
u |
15
16
w
4 4 » M| Sheetl %1

Then press Delete.
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To selectacell, click it.

I B4 - fe| 3.5
A B c D E F G H |i
1 Seriesl Series2  Series3
2 |Category 1 4.3 2.4 2
3 Category 2 2.5 4.4 2
4 category3 | 3.5_| 18 3
5 |Category4 4.5 2.8 5
6
? -
8 To resize chart data range, drag lower right corner of range. 3
9
10
11
12
13
14
15
16
17
H 4 b H]| Sheetl %] T m
To selectanentirerow or column,click therow headingor columnheadingbutton.
| c1 - f= | series2
| A A B c D E F G H Ii
1| Series 1 |Series 2 JSeries3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 44 2
4 |Category 3 3.5 1.8 3
5 |Category 4 a5 2.8 5
6 |
7 |
8 | To resize cigart data rapge, drag lower right corner of range. I
9|
10
11
12
13
| 14|
15|
| 16|
| 17|
4 4 » ¥ | Sheetl %1 |_I-_ I

To selectarangeof cells,dragthe pointeroverthe cells
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To selectarangeof cellswith keyboard,click the upper
left cell of therange pressandhold Shift, andthenclick thelower-right cell.

B2 - fe|a3
A B = D E F Ii

1 Seriesl  Series2  Series3

2 |Category 1 4.3 2.4 2

3 |category 2 2.5 44 2

4 Category 3 3.5 1.8 3

5 |Category 4 45 2.8 5

6

? -

8 To resize chart data range, drag lower right corner of range. I

9

10

11

12

13

14

15

16

17

M 4 b M| Sheetl %] [ m

Type the data you want to enter in the cell.
Press Enter to move the insertion point down one row
Or press Tab to move the insertion point right to the next cell.

Selectthe datayou wantfor thechart
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| B2 - fe|a3
A B = D E F Ii
1 Series1  Series2  Series3
2 |Category 1 4.3 2.4 2
3 |category 2 2.5 a4 2
4 Category 3 3.5 1.2 3
5 |Category 4 45 2.8 5
6
? -
8 To resize chart data range, drag lower right corner of range. I
9
10
11
12
13
14
15
16
17
M 4 b M| Sheetl %] TN m




=
=
4

-
(s

<]

A | 8B | ¢ | o E F G Ho |

1 Series1 Series2  Series 3
2 |Category 1 4.3 2.4 2
3 |category 2 2.5 a4 2
4 |Category 3 3.5 1.2 3

5 |category 4 a5 2.8 5
| 6 |
7 |
8 | To resize chart data range, drag lower right corner of range. I
| 9 |
10
11
| 12|
13|
| 14 |
| 15 |
| 16|
| 17|
ERER

Thenclick the Designtab

‘=l 9 - - | 5 Chartin Microsoft Office Word - Microsoft E..  Table Tools - = X

Home  Insert  Page layout  Formulas  Data  Review  View Design @ - = X

Table Name: Summarize with PivotTable % @ oy = ﬁ
Tablel Eﬂ Remove Duplicates v

Export Refresh Table Style Quick

I Resize Table .E Convert to Range - - f;g/; Options = || Styles =
Properties | Tools || External Table Data | Table Styles |
Al - £ |
A | B | ¢ | b E F G H | i
1 Series1l  Series2  Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 =l
6 |
7 |
8 | To resize chart data range, drag lower right corner of range. 3
9 |
10|
11|
12|
13|
14|
15 |
16|
| 17|
W 4 » ¥ Sheetl
Ready | Average: 3183333333 Count: 20 sum:33.2 [[EHO ]

Thenclick the ResizeTablebutton
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Table Mame:

Tablel

[C]* Resize Table |

Properties
Thenclick OK.

Resize Table

Select the new data range For yvour table;

Mote:  The headers must remain in the same row,

and the resulting table range must overlap
the original table range.

[ Ok ] ’ Cancel

To closetheworksheet

( l:!g: = R ] = Chart in Microsoft Office Word - Microsoft E.. | Table Tools - = é
- Home  Insert Page Layout  Formulas Data Review  View Design @ - ™ [Close
Table Name: [i3] summarize with PivotTable g j ) = H
Tablel E-'E Remove Duplicates = \,
Export Refresh . | Table Style Quick
I Resize Table .;_1 Convert to Range - - £2 || Options~ || Styles -
Properties Tools External Table Data Table Styles
. Al - £ |
A | B | ¢ | b E F G H i
1 Series1  Series2  Series 3
2 |Category 1 4.3 24 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 =l
)
? E
8 To resize chart data range, drag lower right corner of range. 3
9
10
11
12
13
14
15
16
17
4 4 b M| Sheetl %1 HIL I
Ready | Average: 3.183333333  Count: 20 Sum: 38.2 Lﬁ-lﬁl- :
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Making a diagram

Click thelnserttab.

Do) H9-0 - MyTem - Microsoft Word (Trial) - = X
4 e [ -

Home Insert 1 Page Layout References Mailings Review View @

Cover Page = E El@ [y shapes~ &, Hyperlink =| Header ~ 2| Quick Parts ~ | Signature Line - JT Equation ~
L a — —
| Blank Page kel smartArt || 4 Bookmark 5 Footer ~ Al wordart - (5], Date & Time £2 symbol ~
= Table || Picture Clip Text - i i
r—=, Page Break - Art i.h Chart |"#j Cross-reference [ﬂ Page Mumber = Box~ == Drop Cap - tgd Object ~
Pages Tables Tlustrations Links Header & Footer Text Symbaols

Click the SmartArtbutton.

ol EE @%apes'
— O 2

Picture  Clip
art il Chart

Illustrations

Thenclick acategoryAll, List, ProcessCycle,Hierarchy,RelationshipMatrix or Pyramid.

List =
Al
8= List 1==[ Bl o - 5‘

_I _ | =
%22 Process = -- C— [
o
7 Cyde
- _——— ! e 9
i Hierarchy . ;‘
] Relationship
Matrix -1- - =
Ae » m —1-1=1 l.i Basic Block List
yrami Use ta show non-sequential or grouped

horizontal and vertical display space for
shapes.

‘:‘ blocks of information. Maximizes both
 —

M

=

In themiddle pane click a SmartArtgraphicstyletype.

[ — Lo ~|
=]
8= List 1--I B o E‘
<3¢ Process . C— D
o
%F Cyde
P == PR = o=
4 Relationship
i -1 EEE
p— HEE 255 EEs S ——
Lb.llsed:: SFOU‘FL”O”?EQ“;"EEI ar gr;ug‘ed
I _ — ‘ I {= of informaton. laximizes Do’
) — | - ) harizontal and vertical display space for
_ =n = ~ shapes.
S BB EE
— ——
L (a4 J [ Cancel ]
Click OK.
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List

ﬂ

= Lot EHE SOE o
[ | ——
3% Process [-]
o
25 Cyde
s I
sy Hierarchy =l = = D =
E Relationship )
BEE 588 oo ——
= s 1= ... Verti re List
"yrami o Use to show non-sequential or grouped

blocks of information. The small shapes
on the left are designed to contain
pictures,

il

=E=E
S ME=.

The SmartArtgraphicappearsn thedocument.

Type your text here x | Td

e

® [Text]

® [Text]
* [Text]

* [Text]

® [Text]
® [Text]

® [Text]

* [Text]

Vertical Picture List

Use to show non-sequential or grouped blocks
of information. The small shapes on the left
are designed to contain pictures,

Learn more about SmartArt araphics

Edit a SmartArt Graphic

Click the Text Panebutton

S

Type your text here

® [Text]
® [Text]
* [Text]
® [Text]
® [Text]
* [Text]
* [Text]

M | X

-

Vertical Picture List...

Als.

Typetextin the[Text] box.
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-
Type your text here

.

* [Text]

* Test

® [Text]
* [Text]

® [Text]

® [Text]
» [Text]

[

-

| vertical Picture List...
|

J

You canusethearrowkeysto movearoundthe Text pane

r
Type your text here

-

® [Text]

* Test

* [Text]
* [Text]
* [Text]
* [Text]

[T L

Vertical Picture List...

Click outsideof the SmartArtgraphic when you are finished.
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Mail Merge & Mass Mailing Features

Letters

Step One

Open the letter document.

Dy

Paste.

Insert  Page Layout

References

John Doe.docx - Microsoft Word - =

X

Mailings  Review  View @

&

Times New Roman  + 15

AaBbCcDe | AaBbCeDe AaBbCi AaBbCc

[B 7 U -abe x x* Aa|[¥-

Thormal | 7NoSpaci.. Headingl — Heading 2

Clipboard " Font

February 10, 1998

Styles

I want to take this moment to thank you for your support.

Please, remember that our office hours have changed to Monday

through Wednesday from 9am to 2pm in Room 734. Thank you

very much.

Page:1ofl | Words:dl | <%

Step Two

Click
Mai |

Home

Insert

Mer g

art ]

on

Page Layout References

t he
Wi

T 10hn Doe docx - Micr...

AMai |l ingso t
zard. o

Envelopes Labels

rt elect Edit
Merge ~ |Recipients = Recipient List

John Doe.docx - Micrasoft Word -
Mailings Review View
SRR e TGN
T g Mat Find Recipient
Highlight ~Address Greeting Insert Merge Preview | -, Finish &
Merge Fields Block Line Field = Results '% Auto Check for Errors || plerge =

Create

=
=3
o
g
fiv)
[E]

Letters

E-Mail Messages
Envelopes...
Labels...

Directory

‘Write & Insert Field Preview Results Finish

Mormal Word Document

Step by Step Mail Merge Wizard...

V 4
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Step Four
Step Three Click on fiUse the Cur

There should be a side window open  Since you have opened tledter
on the right side of the screen. Press document that you wish to utilize,

iLetterso and thenThRBxt¢cl BekrfiNay

Document 0 at the bttt ~m pFf )

J Jw
] Find Recipient
- =B X Finfih &
r Auto Check for Errors || pefle
@ eview Results Filish

0l
ts
i Select stafting document
\ \ How do wili wank bo set up wglir
letters?
Y ail Merge - w (* Use thll current document
() Stark fbm a template
E——— glect document§ype o
() Skart: fbm existing document
ak bype of docunNgnt are you
e ) G Use the cuffrent document
etz Skatt Fromfkhe document showvn
() E-mail messages here and e the Mail Merge
3 @ Erielpes _wizard ta i recipient
3 infarmatiof.
() Labels
O Direckory
Letters
Send letters to & group o people.
‘fou can personalize the [ltker
that each person receivdg,
Click Mexk to continue,
ort.
Step 2 of )
onday
o & MextNoelect recipients
S F @ Previous: Select document bype
k you S| Scplo

o % Mext: Starting docurment

Pagel5of 33



Step Five
If you have aMicrosoft Excel typed list of first and last names; and addresses of

the recipients thatouwi s h t hen vy oEu?( ipsrteisnsg flUisset cahan d

list wherever it is. If you do not have a typed list of recipients then you press
AType a New Listo and ACreate. OWheiher e

you are done doingthisyoacn cl i ck A Next: Write Your

e

% Find =
Ci AaBbCc ol repiace
i _ (Change
11 Heading 2 — Styles - Seledt -
[F] Editing
Mail Merge * X
W\ Select recipients

Use an existing lifit
{3 Select From Qutidbk contacts

) Type a new list

Use an existing list

Use names and addrsses from a
file or a database,

i Browse...

B Edit recipiery list. ..

Step 3 of b

@ Mext: Write wodt letber

@ Previous: Skarting document
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Step Six

You place the Address Block and the Greeting Line wherever you wish to pdexcehibw ever
youwantitBy c¢cl i cking on the AAddress Blocko and
you wish in youletter.

-2 X
Lal] (e
ent i
Finish &
far Errors Merge =
i Finish |
Mail Mefge v

Write yhur letter

I wiou Rave not alrefidy done so,
write wiur letber nof,

To add fecipient inflrmation ko
wour [etfer, click a pcation in the
docurmerf, and than click ane af
the itermAbelow,
5] address Black. ..
5] Greetingline...
|£§ Electronic postage. ..
a’s Maore items. ..
wehien wou have finished writing
o> S Mext: Preview your letters
¥ 4 Previous: Select recipients
I

can preview and personalize each

your letker, click Mext, Then wou
recipient's letker,
Step 4 of 6
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After you are done placing and customizing you Greeting Line and Address Block

youclickonii Ne x t Previ

ew Your

Letter

@ John Doe.docx - Microsoft Word - =
T
.
Home Insert Page Layout References Mailings View
L P = Ty E < _ 5
‘ =.j 7 = .- 27 Rules L%ﬂ | 4! [b W IR=)
4 3 = == fl Match Fields J‘ﬂ Find Recipient g
Envelopes Labels Start Mail Select Edit Highlight Address GreQging Insert Merge Preview | Finish &
Merge = Recipients - Recipient List || Merge Fields Block  Li Field~ 9] Update Labels || Resuts | S Auto Check for Errors Merge
Create Start Mail Merge Write &¥sert Fields Preview Results Finish
|'?' %] @@;} B 7&HT|mesNewR:' =
§|12|3|4|\ 3| Mail Merge -

- February 10, 1998
? «AddressBlock»

«GreetingLine»

I want to take this moment to thank you for your support.
- Please, remember that our office hours have changed to Monday

through Wednesday from 9am to 2pm in Room 734. Thank you

1

Write your letter

If wou have not already done sa,
warite your letber nove,

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

5] Address block...

=] Greeting line...
iﬁ Electronic postage. ..
:ﬁ More items. .

hen wou have Finished writing
wour letker, click MNext, Then you
can preview and personalize each
recipient’s letter,

% Mexk: Preview your letkers

<@ Previous: Select recipients

Page:1ofl = Words: 43 gﬁ |
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Step Seven

There you will be able to preview your letters, edit the recipient list, and/or exclude a recipient

from the | 1ist When you are

done

you ma

y

done. You can view each letter individually at the top of the Ibjtgaressing the buttons on t

|l eft and right to the number

i ew Resultso button.

of t

he pag

ﬁ:"’ John Doe.doC - g Xx
(S .
Home Insert Page Layout References Mailings Review View @
I—'| L = = - I, = - 4 Y
= g—ﬂ/ = =| |= EE .'.:?RUIH ,\lH it Lo} 5=,
. f'jMatch Fields 479 Find Recipient

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge » Finish &

Merge - Recipients - Recipient List || Merge Fields Block Line Field ~ 7] Update Labels |||Results || S Auto Check for Errors Merge -

Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish

I'J‘U@@:ﬂ._‘]?,iﬂTimesNewR:' 5

gwl R T T Ty MaiIMerge v X

February 10, 1998

: Mary Doe

- 78  Eastern St. 23St
| Bronx, NY. 2562

' Dear Mary Doe,
: I want to take this moment to thank you for your support.
Please, remember that our office hours have changed to Monday e : :e"t_‘ C°I"’:"°f:3t e
— o

Preview your letters

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

Recipient: 1
é_)j Find a recipient. ..
Make changes

*fou can also change your
recipient list:

& Edit recipient list...

Exclude this recipient

‘When you have Finished

merged letters or edit indivigual
letters ko add personal comgents,

Page:1 of1 | Words: 53 | d |
~r < v
iy stat. S @O

» M

T 10hn Doe.docx - Micr... i unkitled - Paint
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Envelopes

Step One

Open up Microsoft Word 2001 i ck on t heT hiieMa,i |cilnigcsko
AStep by Step Maill erge Wizard.

/clj John Doe.docx - Microsoft Word
=]
Home Insert Page Layout References Mailings Review View

B

fit Satba r t

Envelopes Labels Start Mail masls Hg Allg 1! Address Greeting Insert Merge - Preview _,‘ ~ Finish &
Merge - | Recipients » Recipient List || Merge Fields Block  Lline Field %] Update Labels || pesults | S Auto Check for Errors || Merge
2| Letters Write & Insert Fields Preview Results Finish
=4 E-Mail Messages
=1 | Envelopes... 2 f 3 | 4 | 5 | [ iy 7

5| Labels...

Directory

E" rmal Word Doctument

(=Y ste Step Mail Merge Wizard...

Step Two

There should be a side window open on the right side of the screenfiftasss e | o p e s 0

ANext: Starting Documentoo
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Its

Finish

o Mail Merge v X

Select document type

What bvpe of document are vou
working on?

) Letters

() E-mail messages
(&) Envelopes

) Labels

O Direckory

Envelopes

Print addressed envelopes for a
group mailing.

Click Mext ko continue.

Step 1 of 6

% Mext: Starting document

Step Three

Press

canalsobhoose the

Home  inset  Page Layout

N
= @ @2
Tt o
Merge - ReOTsegpient st

Start Mail Merge

Envelopes Labels

Creste

[

Font i n

'@ 9 0 @E0) T 2 cawidoon =)

Reterences

a&h indNexr e a .

Malings | Review  View

Highlight  Adaress Greeting Insest Mer
Merge Fielas Block  Line  Fiela~
Wiite & Insert Fields

W L b
|Find Redpient v
& Finish &
3 Auto Check for Enors | perge -

Previeve Resuts

Finish

Envelope Opm,.-

Select starting docume
How do you want 9 set
snvsicpes?

{Enwelope Optians | Brinting Options
Erwelope see

52010 @ipxsiize]
) change documant lay

O Start from existing do
i s
e Change document layor

ek Enwekope opticnsto
a0 envelops size,

H
B
%
5

pn top: At s
-
o (o

Page:1of1 | Words:0 | J  English (US)

Step Four
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| f

list of contacts. If you do npy o u

you have a 1|

create your | i st

(O ¥ - 0 ) T (S A calibriBody) v ) 3
fea)

Home  Insert  Page Layout

st

can

of

of

Documentl - Microsoft Word

References | Mailings | Review  View

cl

Teci pients

y 0 dind goaim

i ck

reci

p i

on AType a

ents you caln cl

E G
Envelopes Labels Start Mail Select

Edi
Merge = Recipients = Recipie;
Start

Mail Merge Recipients

it
nt List || Merge Fields

23

Highlight  Address Greeting Insert Merge
Block Line Field -

[#p Rutes ~

4% Match Fields

2] update Labels

= (Wi o] =y

42 Find Recipient L=
Kreview Finish &
-cults | S Auto Check for Errors

Merge -
Finish

— | Mail Merge

Select recipies

< I

® use an existing list
© Select From Outlook cc
O Type a new list

Use an existing list

Currently, your recipisnts
selected from;

[Office Address List] in "4
(] Select a different

> [ Echt recipient list,

Data Source

458.mdb

Refresh

Page:lof1 | Words:0 | (5 English (US) |

Step Five

Refine recipient list
2} et
3 ket
%1 Find duplicates. ..
423 Eind recipiert...

[ yvalidate addresses...

Step 3
@ MextiArrange your ¢
@ Previous: Starting de

Type a Returning Address on the Left Top Corner of tinetbpe. Then press the middle of the

envel ope (where t

preferred options
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o) 12 - B & ) F (3 | catioriBoay - | ) = Dacumentl - Microsoft
fegy)————— ==

Home  Insert  Pagelayout  References | Mailings | Review  View

[P Rules -

% Match Fields

) =

Envelopes Labels | StartMail  Sel Highlight  Address Greeting Insert Merge

Preview

ect Edit
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February 10, 1998

I want to take this moment to thank you for your support.
Please, remember that our office hours have changed to Monday

through Wednesday from 9am to 2pm in Room 734. Thank you
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