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Print

Copies: |1 : -

A Sample Document

WVideo provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the vide you Want to add. You can also type & keyword to search
online for the vide that best fits your document,

Printer
EPSON P50 Ser

To make your document lsok prafessionally produced, Word provides header, footer, cover page,

Settings and text box designs that complement each ther, For example, you can add a matching cover page,
- = header, and sidebar. Clck Insert and then choose the elements you want from the different
Prit All Pages N galleries

‘Themes and styles also help keep your document coordinated, When you click Design and choose a
new Theme, the pictures, charts, and Smartart graphics change to match your new theme. When
. You apply styles, your headings change to match the new theme.

Pages

Acceunt
Save time in Word with new buttons that show up where you need them, To change the way a
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Mail Merge = &

Select document type
‘What type of document are you working on?
@) Letters
E-mail messages
Envelopes
Labels
Directory

Letters

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

Click Next to continue.
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= Mext: Starting document
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Aio £ 95 Comds pI5 53 33,550 5L YA ugas siilea
w33 5l il o o 457 suless yasins |, OB ()

prelodus 03lisul Letter 438 51 Ciged )l O3ges

Next Starting 435 YU axiv §95 bl 5l A
g grly s Al e 43 U sules SIS’ Document

Microsoft Word 2016

Q€

www.GhadamYar.com




YA 39 ool ivjgol

:YA.L'>).A

Mail Merge T

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
infarmation.

R V- POV
531y 4555 ol :Use the current document
OF 53 Lo 5 3,90 i 47 A0 OS] &y 500
L siloe Jad i jo Lo O)l8" O9 9 3yl 1,8

pretloine QLS ) 455 (yaand
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Sulgie Amy g 03905 ol 1) Jiww SO 4eli s 0olel
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5l eslaswl b :Start from existing document
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Next: Select 43S (YL diw bl 5l aw
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Step 2 of 6
= Mext: Select recipients
& Previous: Select document type
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Select recipients
#®) Use an existing list
Select from Qutlook contacts
Type a new list

Use an existing list

Use names and addresses from a file ora
database.

] Browse..

Step3of 6
= Next: Write your letter

€ Previous: Starting document
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Ol 5, Create 435 Type a new list ol 5l ax

.
New Address List (L2 [

Type recipient information in the table. To add more entries, click New Entry.
|T‘|t|e - | First Name w | Last Name w | Company Name w |Address Line 1 - |

(=1

4 | 1 3

[ New Entry ] [ Eind... ]

[ Delete Entry ] [ Customize Columns... ]
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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.

Data Source [v |l |l sl - | Bl —
Amdb [V g oSl 1k lan 5 e
dmdb ¥ aama Il 1 gk slamy 5 Ja
I
Ll
Data Source Refine recipient list
mdb. 4 a| 8] sort.
T Filter...

%4 Find duplicates...
i [7) Find recipient...
[} validate addresses...

83»;}.4;
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Mail Merge N e

Preview your letters

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

<« | Redpient: 2

=

[7) Find a recipient...
Make changes
You can also change your recipient list:
[ Edit recipient list...
Exclude this recipient

When you have finished previewing your
letters, click Mext, Then you can print the

merged letters or edit individual letters to
add personal comments.

Step 5of 6
= MNext: Complete the merge

€ Previous: Write your letter
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To make your docuent look professionally produced, word provides
header, footer, cover page, and text box designs that complement
each other. For exmple, you can add a matching cover page, header,
and sidebar. click Insert and then choose the elements you want
from the different galleries.
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Pages 106
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