Using Mail Merge

Once my initial draft of the letter had been reviewed by my test-user, | made
my changes based on his feedback. These included all the spelling and
grammar changes he had suggested. In the areas where my test user thought
my letter was unclear, | changed one long sentence into two and also added
in some extra text to explain what | meant.

Once this had been looked at and approved, | began the mail merge process.

| selected mail merge from the tools menu. | then selected a letter as my
document type.

| then selected use the current document so that the mail merge features
would be inserted into the current letter | had open.

After this | had to select recipients. | chose to use an existing list as | wanted
to use the address book spreadsheet which | had already created.
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I had to then choose the recipients | wanted to use (see above screenshot). |
selected all the recipients in my list and moved onto the next stage.



Next, | had to insert the various features such as the address block and the
greeting line. Before this could be done successfully, | had to ensure that the
fields were matched. This meant ensuring that the fields which mail merge
would recognize would match up with the correct fields in my address book. |
had to make two changes (matching the forename and the town) before |
could proceed.
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Once the fields had been matched, | could then insert the address block and

greeting line.
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Westbourne Mill School,
Mill Lane.

Emswowrth,

PO10 8RA

My name is Jacob Doheﬂy and Tam wrltmg to you from Westbmlme Mill School. T
20 A

.




Once these had been positioned in the correct place | could preview may
letters and make any necessary changes.
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Preview your letters
One of the merged letters is
previewed here, To preview
another letter, click one of the
Following:

Reecipient; 1
5, Find a recipiert. ..

Make changes
You can also changs your recipisnt
list:

o Edit recipient list...

Exclude this recipient

When you have finished
previewing your letters, click Next,
Then you can prink the merged
letters o edit individual letters to
2dd personal comments

Westbourne Mill School,

POL0 8RA

Mr Andrew Torie
House of Commons
London

SWIA 0AA

Dear Mr Andrew Torie MP.

My name is Jacob Doherty and I am writing to you from Westbourne Mill School. T
am currently working on a project about the London 2012 Olympics and am
attempting to find out more about the local sport and exercise facilities available to
teenagers in my local area.

Currently I am aware of one gym, the Powerhouse fitness centre and one park within
the local area, along with the school playing fields. However access to the school
playing fields is not easy outside of school hours. The main park 1s often m use by
local cricket teams and other events. The fitness centre is also aimed more at adults
and the prices are very expensive for anyone my age. This leaves a limited range of
options for people of my age to become involved in sport and fitness.

Step 5 of 6

@ Next: Complete the merge

@ Previous: Wrike your letter
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Finally, | completed the merge so all three letters could be saved.



