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[T Address
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Ty ascled recipient informatian to
recipient's letter

I yveaauw have not alraadly dons s,
wWrite your letter now.
thie iterms Delow

yvour latter,
document,
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Insert Address Block

Specify address elements
~/ Insert recipient’s name in this format:

Joshua

Jashua Randall Jr
Joshua Q Randall Jr
Mr. Josh Randall Jr
Mr. Josh Q. Randall Jr

Mr. Joshua Randall Jr v

? Insert gcompany name

{:/‘ Insert postal gddress
() Never include the country/region in the address
@ Alyays include the country/region in the address
(@) Only include the country/region if different than:

India v

[V] Format address according to the destination country/region

Preview

Here is a preview from your recipient list

1

Customer 3 Shivam Dubey
ABC,

XYZ

XYZ

Dehradun - Uttrakhand

Correct Problems

if items in your address block are missing or out of order, use Match Fields to
identify the correct address elements from your mailing list

e  )atch Fields..

* oK . Cancel

Address Block Insert 7 & & 912 Greeting 35 F¢1 # (U Greeting line &1 9% & F<|

Mail Merge

Write your letter

If yvou have not already done s,
write your letter now.

To add recipient infaormation to
yvour letter, click a location in the
document, and then click one of
the item= below.

[FY Address block

'
)" | Greeting line...

(=¥ Eledtronic postacs
T More itemis..

When you have finished writing
your letter, click Next, Then you
can preview and personalize each
recipient’'s jetter.
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Match Flelds.
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Mr. Randall

ustomer 4 Mishra

Dear Sir or Madam,

Dear ¢

I items in your greeting line are missing or out of order, use Match Fields 10 identify the

correct address elements from your mailing list

Grgeting line for invalid recipient names:
Correct Problems

Insert Greeting Line

Greeting line format:

Here is 3 preview from your recipient list
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MS WORD

lick ane of

a

\

=» Next: Preview your letters

(—

Select recipients

Electronic postage

] Greeting lin

t
Previous

|

e
!
TH] More items

|_l] Address block..

can preview and personalize each

If you have not already done s0,

write your letter now,
vour letter, click a location in the

To add recipient information to
document, and then «

the items below.

When you have finished writing
your letter, click Next, Then you

Mail Merge
recipient's letter.

Write your letter
Step 4 of 6
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Dear Customer 4 Mishra,

Customer 4 Nilesh Mishra
ABC,
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ThI= AT T
AT AR % Tg AHREL T a0
ew Blank Document: You can use this icon to open a blank new document.

o

g ITee 9ZF7 1T Mail Merge Uz i3 T TIHH & =  TH U | T(S I qaTo T AT

allo
<

AT T gl TE

allo
<

aflo
<

pen: Open an existing document stored in the hard disk or from the specific source.
Print Preview: Before giving the printing of the document you can have a peep into the final appearance

of the document on the paper.

T MS Word & Mail Merge T# =¥ g fSEahT ITNT ek AT 2 AT YTAFHATSN il T THTT e T

Copy: By pressing this button you can copy any text object or shape or picture that you want to be put

E-Mail: You can directly open the Microsoft Outlook and E-mail the document.
somewhere else.

Printer: You can directly print the complete document by pressing this icon.
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Save: Save the document in the hard disk.
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MS WORD

remove the border around the selected text, paragraphs, cells, pictures or
- 9930954952

)

If bullets are required of specific shape and size to identify a specific text you can press this button
Indent: This button can be used to increase the indent of selected items to the right by one tab-

Font Size: You can change the font size of the text by pressing this button and selecting the specific font-

size value.
Font Color: By clicking this button you can provide a specific color to the text in the document that you

Paste: By pressing this button you can paste any text object or shape or picture that you want to be put on
want to color

the document.
Undo: By pressing this button you can undo the immediate previous action that you have performed.

Insert Table: You can insert a table in your document to present tabulated information in the shape of

rows and columns.
Add hyperlink: For adding a Hyperlink in your existing Document.

right sides. MS-Word automatically pads in soft spaces to bring about text justification.

Bullets:
to achieve the desired result.

COMPUTER EXPERTS

CONT NO
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Increase

Justify: On pressing this button your text document will automatically be aligned to both the left and the
stop.

Style: You can select the style of the document that you are typing.

Outside Border: You can add

other objects.
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TELIGRAM PAGE - NECI COMPUTER PAID & FREE PDF
TELIGRAM GROUP - NECI COMPUTER INSTITURE
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FACEBOOK PAGE - NECI COMPUTER INSTITUTE
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MS WORD

ADCA, DCA, CCC, DFA, TALLY
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