
 

 

What is Mail Merge? 

 Mail Merge allows you to easily produce personalized letters, labels, and envelopes using contact 

information stored in a list, database or spreadsheet.  

 

 

 



Tables 

 Tables are used in Word to organize text on your page. If you’re creating labels and need your text 

precisely aligned, you can use a table to control how it looks. Tables are also commonly used in resumes 

to make fancy designs.  

 

 

Need more help? 

● Go to: http://www.gcflearnfree.org/word2016 

● Call Pam at the Baldwin Library and schedule a one-on-one appointment: 412-885-2255.  


