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What is Mail Merge?

It Is a tool available in different Word
Processing software.
Used for creating multiple copies of a
document or a letter.
That can be sent to a list of different
Q‘) people at the same time.
> It’s essential for any person or
\ organization that has a lot of
employees, clients, partners.

AlSo used in schools or colleges to
communicate with parents and children.




COMPONENTS OF MAIL MERGE

B
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1. Main Document : It contains the

content / main body of the letter or
Invitation that remains same for
different people.

) Data Source / Address block : Itis an

organized collection of names,
addresses and information of different
people (recipients) who will receive the
document.

. Merged Document : When the Main

Document is merged with the Data
Source, creates a Merged document.
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EPS TO USE MAIL MERGE WIZARD
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STEPS TO USE MAIL MERGE WIZARD

Step - 1:Select starting document
Step - 2: Select document type
Step - 3: Insert Address block
Step - 4: Create Salutation

Step - 5: Adjust Layout

Step - 6: Edit document

Step ~./: Personalize document
Step - 8: Save, print or send




Step - 1. Select Starting Document

Select starting document for the mail merge

1. Select starting document Select the document upon which to base the mail merge document
2.Select document type

)]
S et adibiass ok @ Use the current document

4. Create salutation (©) Create a new document

5. Adjust layout

() Start from existing document

6. Edit document

71.Personalize document ) Start from a template

8.Save, print or send

Start from a recently saved starting document

Finish
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Step - 2. Select Document Type

Mail Merge Wizard

Steps

1, Select starting document
3. Insert address block

4, Create salutation

5. Adjust layout

b, Edit document

1. Personalize document

8. 5ave, print or send

Select a document type

What type of document do you want to create?
@ Letter
(©) E-mail message

Letter:

Send letters to a group of recipients. The letters can contain an address block and a

salutation. The letters can be personalized for each recipient.

Help

<< Back |[ Next >> ]

Finish Cancel




Step - 3: Insert Address Block
(Select Address List)

Mail Merge Wizard

Steps Insert address block
o~ =
1. Select starting document 1. Select the address list containing the address data Select Address List...
2 Select document tvpe you want to use. This data is needed to create the
y typ address block. S -’
3. Insert address block
4. Create salutation 2. V] This document shall contain an address block
5. Adjust layout ;
' ’ <Title> <First Name> <Last Na{ < Title>
6. Edit document <Address Line 1> <First Name> <Last Name>
7.Personalize document <City> z;}%‘i’?ékg‘f 1>
8.Save, print or send <Country> More...
[V] Suppress lines with just empty fields
3. Match the field name used in the mail merge to the column Match Fields...

headers in your data source.

4. Check if the address data matches correctly.

~r—

Document:1 [« ][ » ]

Help << Back Next > > ‘ Finish | Cancel




Step - 3: Insert Address Block
Add an Existin Address List

' »
Mail Merge Wizard

Steps Insert address block

1. Select starting document 1. Select the address list conta ning the address data Select Different Address List...
you want to use. This data is needed to create the —
2. Select document type : :
address block. ress list: tryaddrlist

Select Address List ™

Select an address list. Click 'Add..." to select recipients from a diferent list. If you do not have an
address list you can create one by clicking 'Create...".

Your recipients are currently selected from:

Name |Table | Add...

Create...

Filter...

| Match Fields...

[ Edit...

’ Change Table... ‘




Step - 3: Insert Address Block
Add an Existing Address List

Py 5

( ¥
Mail Merge Wizard

Steps

i2) Open
. W — . —
TS
wv | 4y <« New Volume (F:) » try mail merge v | 5 ’ I Search try mail merge

e

Organize v New folder g==

Documents 4 Name Date modified Type

J\ Music —
_ | i) addexisting 28-Apr-1910:31 PM  OpenDocument S...
(=] Pictures

ﬂ Videos

p—

@ Homegroup

/™ Computer
&, Local Disk (C:)
a New Volume (D:)
ca New Volume (E:)
ca New Volume (F)

“! Network

v B I

File name: addexisting v |Allfiles (*.%)

Open J




Step - 3: Insert Address Block
(Add an Existing Address List)

@ addexisting.ods - OpenOffice Calc - - ELL

File Edit View Insert Format Tools Data Window Help
BEHe [ B80 YE KER-¢ - @40 kv HEEEQ O, []
P8 il o I BIU Ex¥Ld € 0247

Iz HApE=]

T Y —, —— D | E | P G | H -
Title First name Last name Company Name Address City Email Address Phone No. 1%

. Adtya  Singh  Accenture Airoli, Navi Mumbai, Maharastra Mumbai  adityasingh.678@gmail 2240443934

. Abhilash  Gupta  ADL Constructions Salt Lake City, Sector 5 Kolkata  gupta.abhi80@gmail.co 7605883917
Sehgal  Raconsys Consultancy SerFortune Towers, NALCO Nagar  Bhubanewar meera17.sehgal@gmai> 7008413093
Chopra  GCL Consultancy Himayat Nagar Road Hyderabad chopragaurav22@gmaid 4066024040
Rai Infosys Infocity, Chandrasekharpur Bhubanewar anubharai66@gmail.cor 6742320032
Tiwari  Career shine Consultancy CG Qtrs, Pamasree Kolkata  deviiwari.ashu@gmaile> 7605883917
Dubey  Deloite Venkatnarayana Road Chennai  akshitadby@gmail.com 4466885000

Meera
Gaurav
. Anubha
Shridey
Akshita

QWD Sttt S [shes /] ¢ |

| Defautt ‘ l0—o—@ |145%




Step - 3: Insert Address Block
(Add an Existing Address List)

Select Address List

Select an address list. Click 'Add..." to select recipients from a different list. If you do not have an
address list you can create one by clicking 'Create...".

Your recipients are currently selected from:

Change Table...




Step - 3: Insert Address Block
(Creating a new Address List)

Mail Merge Wizard

=

Insert address block

8. Save, print

1. Select startj

- T W a—— T

Select an address list. Click 'Add..." to select recipients from a different list. If you do not have an
address list you can create one by clicking 'Create...".

Your recipients are currently selected from:

Name ITable ] Add...

AddresslList AddressList

Create...

Filter...

Edit...

Change Table...

Document: 1 E [Z]

Next >> ‘ Finish
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Step - 3: Insert Address Block
(Customizing the Address List)

|| Steps e

Select Address List

| ®

A

1, Select starting do

—-qf.m—- e ——

'____. iingent list. If you do not have an

Address Information

Tide |

-

First Name

New

Last Name

Find..

Company Name

Address Line 1

Address Line 2




Step - 3: Insert Address Block
Adding New Records in Address List

Mail Merge Wizard

Address Information

address Ii

Title | Ms.

Your reci — -
First Name | Divyani

Name
ADDRES! Last Name  Jena

City  Berhampur

Telephone private | 9833475395

E-mail Address | divyanijena@gmail.com

Show entry number




Select Address Block

Step - 3: Insert Address Block

Mail Merge Wizard

(Selecting Address Block)

v

Steps

1. Select starting document

2. Select document type
3. Insert address block

=X

Insert address block

1. Select the address list containing the address data
you want to use. This data is needed to create the
address block.

Select Different Address List... ]

Current address list: Addr_List

e/l This document shall contain an address block

<Title> <Title> <First Name> <Last N:

Select your preferred address block

<Title>

<First Name> <Last Name>
<Address Linel>

<ZIP> <City>

<Country>

<Company Name>

<First Name> <Last Name>
<Address Linel>

<ZIP> <City>

Address block settings

<Title> <First Name> <Last Name

<First Name> <Last Name> |<City>

<Address Linel> <Telephone private>
<ZIP> <City> <E-mail Address>
<Country> [

<City>
<Telephone private>
<E-mail Address>

<Company Name>

<First Name> <Last Name>
<Address Linel>

<ZIP> <City>

<Country>

V] Suppress lines with just empty fields

tch the field name used in the mail merge to the column
bders in your data source.

Match Fields...

eck if the address data matches correctly.

yani Jena
ot yet matched >
ot yet matched > berhampur
ot yet matched >

Document: 4 |B EJ

@ Never include the country/region

() Always include the country/region

_) Only include the country/region if it is not:

Cancel




Step - 3: Insert Address Block
Editing Address Block

Edit Address Block

Address elements 1. Drag address elements here o
Move Up

Tile | S e e L adrie

First Name Add to address | <(City>

Last Name <Telephone private> m
Company Name ol el
Address Line1 @ Move Left
Address Line 2

Remove from address Move Dowi

City
State
ZIP Preview
Country

Telephene private
Telephone business
E-mail Address
Gender

Ms. Divyani Jena
berhampur

9853475395
divyanijena@gmail.com




Step - 3: Insert Address Block
(Matching the Fields with Address Elements)

Mail Wizard i Match Fields
il Merge Wiza - t

Assign the fields from your data source to match the address elements,

Steps Insert address block

Address elements lMatches to field: lPreview

}

1.Sect startingdocument 1. Select the address ist containing the address data Select Diffenent Adchess List..
you wantto use. This data is needed to create the —

address biock. Cument acdress list Addr List <First Name> }First Name | Divyani

<Title> T - -

| 1.Sdect document type

3. Insert address block

4, reate sautation 2 [¥/This document shall contain an address block
5 Adjst o

<Last Name> }Last Name Jena

<Company Name> ‘l< nene >

; CTitle> <First Name> <Last Nj < Tthe> <Address Line 1>
6. Edet document <(ity> <FirstName> <Last Mame>
<Telephone private> <Address Lane 1> <Address Line 2> \'< none >
<E-mail Address> <OP <(ty
8, Save, print o send <Country>

] Soppressineswith st empty s <zP> < none »

<Country> ’< none >

’< none >

1. Persamalize document

T
<State> ‘< none >

3. Matchthe field name wsed in the mail mesge to the column <Telephone private> ’Telephone private v| 853475305
hieades in your data source. ' ' i

<Telephone business> \< none >

iE-maiI Address divyani,jena@gmail.com

4, Checkif the adcress data matches conecty. sEcmad e

o Address block preview
beshampur s
WRIUTIN Ms. Divyani Jena

A ' berhampur
dnyenijena@grnail com 9853475395
divyani,jena@gmail.com

Cancel




Step - 4. Create Salutation
General Salutation

Mail Merge Wizard

Steps Create a salutation

1. Select starting document || This document should contain a salutation

2. Select document type | Insert personalized salutation

3.Insert address block n

Female
4. Create salutation
Male Dear Mr. <First Name>

5. Adjust layout ==

ear Ms. <First Name>

6. Edit document Address list field indicating a female recipient

7.Personalize document Field name

8. Save, print or send

Field value

General salutationj

Dear Sir or Madam,

To whormn it may concern,
Dear Friends,

Dear Sir or Madam,

Hello,

Preview

Dear Sir or Madam, ‘ Match fields... ]

Document: 1 @ [I]

j Finish




Step - 4: Create Salutation
(Personalized Salutation)

> W =~ =
Mail Merge Wizard W - - - -—-— 8 -

Steps Create a salutation

1. Select starting document [¥] This document should contain a salutation

2.Select document type [¥] Insertfpersonalized salutation J
3.Insert address block |

Female ! Dear Ms. <First Name> ,
5. Adjust layout Male [ Dear Mr. <First Name> ,

6. Edit document

Address list field indicating a female recipient

T B et Fodrome (A -

8.Save, print or send
Field value F

General salutation

Preview

Dear Ms. Divyani ,

Document: 1 E] @




Step - 5: Adjust Layout

Mail Merge Wizard

Steps Adjust layout of address block and salutation

1. Select starting document Address block position
2.Select document type Align to text body

3.Insert address block From left

4, Create salutation

-Adjust layout

6. Edit document

From top

Salutation position

Move

7.Personalize document e =
8.5 int d iy
.Save, print or sen Move <Bilaphoos privass
o <F-rrail Addront>

[DoarSir or Madam, |

YOU ARE CORIIALLY INVITED TO MY SISTEX
NOVEMBER 2019AT -

LOOKING FORWARDTO YOU

Zoom 50 %

Finish




Steps

1. Select starting document
2. Select document type
3.Insert address block

4, Create salutation

5. Adjust layout
1.Personalize document

8. Save, print or send

Preview and edit the document

The preview of a merged document is visible now. To see the preview of another document
click one of the arrows.

Recipient | 2 [ >| }

("] Exclude this recipient

Edit Document

Write or edit your document now if you have not already done so. The changes will effect all
merged documents.

Clicking 'Edit Document..." will temporarily reduce the wizard to a small window so you can

edit the mail merge document. After editing the document, return to the wizard by clicking
‘Return to Mail Merge Wizard' in the small window.

g
[ Edit Document... j:]
g

<< Back ||| Next >> I I \ Eini;};— ]
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?; Return to Mail Merge Wizard

Ms. Sangesta Panigrahi

9337684390
panigralu sangeeta@gmail.com

Dear Sir or Madam,

YOU ARE CORDIALLY INVITED TO MY
SISTER'S BIRTHDAY PARTY ON 20%
NOVEMBER 2019 AT

LOOKING FORWARD TO YOU

YOURS LOVINGLY,
DIVYAN]

Mr. Samur Panigrahy
0337056780
samyr_tipu Bemail com

Dear Str or Madam,

YOU ARE CORDIALLY INVITED TO MY
SISTER'S BIRTHDAY PARTY ON 20%
NOVEMBER 2019 AT

LOOKING FORWARD TO YOU ALONG
WITH MISTL.

YOURS LOVINGLY,
DIVYANI

Mr. Nilotpal Das

0337425007
nilotpaldas nS@gmail com

Dear Sir or Madam,

YOU ARE CORDIALLY INVITED TO MY
SISTER'S BIRTHDAY PARTY ON 20%
NOVEMBER 2019 AT

LOOKING FORWARD T0 YOU

YOURS LOVINGLY.
DIVYAN!
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Mail Merge Wizard

Step - 8: Save, Print or Send
Saving a Merged Document

Steps

1. Select starting document
2. Select document type
3.Insert address block

4. Create salutation

5. Adjust layout

6. Edit document

7.Personalize document

8. Save, print or send

Save, print or send the document

Select one of the options below:

() Save starting document

7@’) Save merged document |

() Print merged document

() Send merged document as E-Mail

Save merged document

[@' Save as single document: |

(C) Save as individual documents
©) From jlk 7]
- N
E Save Documents
e ——

<< Back ‘ Erinish

Cancel




Mail Merge Wizard

Step - 8: Save, Print or Send
Printing the Merged Document

Steps

1. Select starting document
2.Select document type
3.Insert address block

4, Create salutation

5. Adjust layout

6. Edit document

7.Personalize document

8. Save, print or send

Save, print or send the document

Select one of the options below:
(") Save starting document
(") Save merged document
@ Print merged document

() Send merged document as E-Mail

Print settings

Printer 'Séndv To OneNote 2007

’ [ Properties...

@ Print all documents

) From

Print Documents

<< Back Next > > Finish Cancel




Step _-8: Save Pﬁrint or Send

Mail Merge Wizard

Steps Save, print or send the document

1. Select starting document Select one of the options below:
2. Select document type (") Save starting document

3.Insert address block (*) Save merged document

4. Create salutation ' Print merged document

—+ ~1 1t

et It s 2
JJust igyout @ Send merged document as E-Mail

2 Al

6. Edit document
: E-Mail settings
7.Personalize document

8. Save, print or send To

Subject Invitation for Sister's Birthday party

Send as HTML Message Properties...

Name of the attachment
sister's bday - Copy.odt
@ Send all documents

() From 1

l Send documents

<< Back Next > > Finish Cancel




MERGING MAIN DOCUMENT WITH DATA SOURCE

e Edt View Insett Format Table Tools Window Help | < Fomims. Dtar Redew \iew

‘B3 -H> @ B & Q A&. B¢ B »EFi"dTm i ibri d General  ~ g=Insert v ﬂ L‘ﬁ
; > (et & v D

: @ ’Default EJ\ ‘T|mes New Roman E]\ |22 EI! B/ U . d = T e Hotee I e Sort & Find &

"og o ‘EjFormat ;2 Filter~ Select ¥

4 Allgnment | Number "-\ | Cells Editing

] F | G
\Tltle"Flrst Name™Last Name""Clty"“TeIephone private™ E-mail Address” |
2 |Ms."Divyani""Jena""Berhampur""9853475395""divyani.jena@gmail. com"
3 :Mr."Samlr""Panigrah|""Berhampur“"9337056895""sam|r_t1pu@gmall.com
4 Mr."Nilotpal™Das""Berhampur**9337425007" nilotpaldas_n5@gmail.com"
5 |Ms."Sangeeta"Panigrahi""Berhampur'9337684390" panigrahi_sangeeta@gmail

-| YOUARE CORDIALLY INVITED TO MY
| SISTER'S BIRTHDAY PARTY ON 20 NOVEMBER
2019 AT

LOOKING FORWARD TO YOU...

" | YOURS LOVINGLY,
| DIVYANI

LI )

l |BOG M |@—




MERGED DOCUMENT
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Ms Szngasta Panigahi
Bethamque
9337684390

Dear it or Madam,

YOU ARE CORDIALLY INVITED TOMY
SISTERS BIRTHDAY PARTY ON20°
NOVEMBER 2019 AT

LOOKING FORIVARD 0 YOU..

YOURSLOVNNGLY
DIVYANT

Mr Sami Panirahy
Bethanpus

g3 56780
e
DearSir or Madam,

YOU ARE CORDIALLY INVITED TOMY
SISTERS BRTHDAY PARTY ON 20"
NOVEMBER209AT

LOOKING FORWARDTO YOU ALONG
WITH MISTL.

TOURSLOVINGY,
DIVYANI

N Niotpa! Das
Bectanpx

Q342007
ltpalas 5 @zmailom
Deat Sir of Madam,

YOU ARE CORDIALLY INVITED TOMY
SBTERS BIRTHDAY PARTY ON20*
NOVEMBER2019AT

LOOKINGFORWARD TOYOU..

YOURSLOVINGLY,
DIVYANT

M. Divyant Joa
bethampix
0833475303
-
DearSir o Madam
YOU ARE CORDIALLY INVITED TOMY
SISTERS BIRTHDAY PARTY ON 20°
NOVEMBER 2019AT
LOOXING FORWARD T0 YOU...

YOURS LOVINGLY,
Dr-n'»q




WORD SEARCH



ACTIVITIES/ACTIVITY-1_WORDSEARCH.pptx

ADVANTAGES| [
Saves time and effort.
‘Quick and easy to do.
Easy to store information.
‘Only one letter needs to be created.
eating bulk amount of mails or
@et ers is easy.

‘Much easier to proofread just one
létter than thousands of individual
letters.

‘A st derd letter can be saved and
eused. |,

The same data source can be reused,
reducing the risk of errors.




DISADVANTAGES

*Information In database
needs to be kept up to
cate.

oIt Is used for fraudulent
purposes and for junk

'mails.
\






