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: Mail Merge -

Seleck recipients OuthOk

(*) Use an existing list

P

&

2 Select From Outlook contacks

&

) Tywpe a new lisk

Use an existing list Type a

Currently, wour recipients are
selected From:

[OFfice address List] in “firsk. mdb"

& Select a different lisk.. . Create neW IISt

ff Edit recipient lisk. ..

PP

&
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Mail Merge b
@ | @ |

Write your letter

P —F

&

If wou have not already done so,
wirite your lekker now.

¥

To add recipient information ko

wour letker, click. a location in the

docurment, and then dick one of NeXt
the items below,

=] Address block...

PP

&

=| Greeting line...

% Electronic postage...

¥

5 More items. ..

¥

when you have finished writing
wour letker, click Mext, Then yvou
can previeé\l and personalize each Address blOCk

recipient's lekker.
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Insert Address Block

&

Specify address elements

¥

Insert recipient's name in this Format:

Mail Merge - Joshua ~ 4
Joshua Randall 3. - |
L] l (=] l Joshua Q. Randall I |
Mr. Josh Randall Ir. o
Josh Q. Randall Jr.

Preview your letters
o
One of the merged letters is Inisert comparty name Ok |
previewed here. _To preview st e et |
another letter, click one of the 7
Follawing: () Mever include the countryfregion in the address }

) Always include the cauntry/region in the address

¥

REEEI=TE 0 (&) Orly include the countryfregion if differsnt than: N }

_33. Find a recipient. .. ‘Egyut - eXt o‘
Make changes Format address according to the destination country/region o‘
You can also change your Preview }

o

recipient list:
Mr. Joshua Randall Jr.

Blue Sky Airlines
1 Airport Way
Kitky Hawk United States of America

Edit recipient list. ..

G

o

when vou have Finished
previewing your letkers, click

Mexk., Then ywou can prink the i =
merged letkers or edit individual A _

letters to add personal comments.
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Step 5 of B

® Next: Complete the merge . Exclude this recipient

4@ Previous: \Write wour letker
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Print
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