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a. Copy this table:
i. To Select:
a) Cell — mouse to left margin of cell
b) Row - mouse outside to the left of the row
c) Column — Mouse at top of column when mouse changes
toanarrow ¥
d) The entire table — hover mouse over the table until the

move tool appears in top left corner, click and drag.

Merged Centered Cells

ii. Diagonal lines — click arrow above a column, choose the
borders button, diagonal down.
b. Toinsert columns or rows; right click on any cell Insert.

4. Graphics — Insert ribbon - Shapes, SmartArt, Chart, Screenshot, Online

Pictures (& pictures from your \computer\) Copwented [PS1]:

Layout References Mailings Review ﬂ M
| g bd & B Ml a.

Table Pictures Online Shapes SmartArt Chart Screenshot [Commented [PS2R1]:
S Pictures - -
Tables INustrations
5. Comments LCommented [PS3]: | made a comment on this line.

{Commented [PS4R3]:
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6. Mail Merge

Mailings — Start Mail Merge - Select the
Step-by-Step Mail Merge Wizar
Step 1 -Select the document type
Step 2 —Select starting document
Step 3 - Choose the list of recipients
i. Type anew list
Use an existing list
Choose from outlook contacts
1. Browse for existing database
Step 4 - Write the document — match fields
i. <<first>> <<last>>
<<street>>
<<city>>, <<state>>, <<zip>>

a.

=
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=
a
N

[ [

Start Mail  Select
Merge = Recipients =

B Letters

E-mail Messages
Enyelopes...
Labels...

Directory

Mormal Word Document

WA

Step-by-5Step Mail Merge Wizard...

Mail Merge ~ %
Write your letter

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

Specify address elements Preview

Insert recipient's name in this format: Here is a preview from your recipient list:

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

Joshua ~ 1
Joshua Randall Jr.
Joshua Q. Randall Jr. mrand mrs

Mr. Josh Randall Jr.

Mr. Josh Q. Randall Jr.

Match Fields 7 x

Insert company name

In order to use special features, Mail Merge needs to know

Insert postal address:
(O Never include the country/|
(O Always indude the country

which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field companent

D Address block...
B Greeting line...

|—_|+ Electronic postage...

missing or out of ofder, use
ct address elementsgrom

(@ Only include the country/r{ Required for Address Block ~

United States Courtesy Title Title -
First Name First Name -
Format address according to tf Last Name Last Name =
Suffix (not matched) =

Company Company Name | | oK

-~ Address 1 Address Line 1 < =

Address 2 Address Line 2 »
city City ™
he State State -
Postal Code ZIP Code -
n Country or Region Country or Region |

Optional information ¥

Use the drop-down lists to chaose the field from your database
that corresponds to the address information Mail Merge
expects (listed on the left)

[[] Remember this matching for this set of data sources on this
computer

Cancel

Match Fields...

Cancel

Bl More items...
I When you have finished
writing your letter, click Mext.
Then you can preview and
personalize each recipient's
letter.
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f. Step 5 - Merge the document with the recipients and preview the
letters or addresses etc.
g. Step6- ’print‘
7. Merge for Letters — Practice Address and greeting for a letter using the
Mail Merge Wizard
8. Merge for]envelopes\

Commented [PS5]: We cant print from these lab
computers so we wont be doing this step 6 in class.

can be different sizes so we wont practice this one.

Commented [PS6]: We don’t have envelopes and they ‘

[Commented [PS7R6]: ]

Create a Wanted Poster



