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What is Mail Merge?

Microsoft Word

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

information stored in a list, database or spreadsheet.

Start on the Mailings tab.
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Click on Start
Mail Merge.
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Click on Step by Step
Mail Merge Wizard.

Greetings

Denver Public Library has begun an agg en have the basic
skdlls necessary to operate a computer. We have d will be free for any
patron wishing to improve their computer skills, and like any road map, there are different paths for users comi
different starting points:

Beginning Computer users:
1. Getting Started
2, Internet Basics
3. Yahoo email Basics
4, Saving and Finding Files
5. Staying Safe Online
6. MS Word Basics

Follow the instructions
on the sidebar to
complete basic merges.

Se
1. Resume Basks

2. Job Search Basks

3. lob Search Tools— Beyond the Basics
4, Interviewing 101

NOTICE!

The Mail Merge sidebar will walk you through the
process with more detailed instruction. What it's

actually doing is walking through the buttons on the
Mailings tab. If you want to create a more complicated N &
merge, use the buttons on the Mailings tab instead.
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Select document type

What type of document are
you working on?

® Letters
E.mal messages
Envelopes
Labels
Directory

Letters

Send letters o a group of
people. You can persoralize
1he letter that each person
recenes

Click et to continue
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Tables

e 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.

Start on the
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When you have a table selected in
your document, you will have 2 new
& tabs in your ribbon: Table Tools

Design & Table Tools Layout. These
give you control over your table!

Need more help?

e Go to: http://www.gcflearnfree.org/word2016
e Call Pam at the Baldwin Library and schedule a one-on-one appointment: 412-885-2255.



