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Mail Merge

Select recipients
®) Use an existing list
Select from Outlook contacts
Type a new list
Use an existing list
Use names and addresses from a file or a database.

[ Browse...

Step3 of 6
=3 Mext: Write your letter

€ Previous: Starting document

O X1

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

", Q
HOO0

BookB.xlsx
| Book8.xlsx
Book8.xlsx
Book8.xlsx
Book8.xlsx
BookB.xlsx
Book8.xlsx
Book8.xlsx

<l <]

CURUIEUREURCURE VIR REY

ya-ana -

wineanldy adounsy
wwduind davdvos
winnaguisl aiae
wHATInighe snesias
wILAigUUY AT
wnATISUNS widif
wnEFiadl uaugih

winSsning gum

Data Source
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Certificate of Awesomeness

Awarded to
«yoana»|

A For being an Outstanding Individual

Awarded this xx day of Month, Y¥¥Y

Awarded by Full Name

on XX Month V¥VY. -
signature

Certificate of Awesomeness

awarded 1o

WREINTAN JENIMIN

A For being an Outstanding Individual

Awarded this xx day of Month, Y¥YY
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on XK Month Y¥v¥ -
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Mail Merge vooX

Write your letter

If you have not already done so, write your letter
now.

To add recipient information to your letter, click a
location in the document, and then click one of the
items below.

D Address block...

B Greeting line...

r_l* Electronic postage...
ER More items...

‘When you have finished writing your letter, click
Mext, Then yt;%(an preview and personalize each
recipient’s lettet.

Step 4 of 6
=» Next: Preview your letters

€ Previous: Select recipients

Mail Merge vooX

Write your letter

It you have not already done so, write your letter
now.

To add recipient information to your letter, dlick a
location in the document, and then dlick one of the
items below.

Bl Address block...

Bl Greeting line...

=¥ Electronic postage...

[ More items...

When you have finished writing your letter, dlick
Next. Then you can preview and personalize each
recipient’s Ietter.

Step4of 6
- Next: Preview your letters

€ Previous: Select recipients

IVILI IVIC Y ©

Preview your letters

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

Recipient: 1

[0 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 Next. Then you can print the merged letters or
edit individual letters to add personal comments.

Step5of 6
= Next: Complete the merge
€ Previous: Write your letter
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Mail Merge o

Complete the merge
Mail Merge is ready to produce your letters,
To personalize your letters, click “Edit Individual
Letters.” This will open a new document with you
merged letters, To make changes to all the letters
switch back to the original document.

Merge

L, Print...

Efy Edit individual letters...

Step 6.of 6

€ Previous: Preview your letters

Mail Merge vooX

Complete the merge
Mail Merge is ready to produce your letters.

Merge to New Document ? X To personalize your letters, dick “Edit Individual
Letters.” This will open a new document with your
merged letters. To make changes to all the letters,

Merge records switch back to the ariginal document.

(O Current record

) From:

Merge

G, Print...

Edit individual letters...

Step 60f 6

€ Previous: Preview your letters
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