Microsoft Word 2016
Mail merge
[image: image1.jpg]You are ready to start a
letter in which you will
thank parents for
contributions to a school
community programme
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1.1 

[image: image11.png]



1.2 

[image: image2.jpg]B WAL oM
e
R carlf TSRO

k Start Mail Merge i Ry





1.3 

[image: image3.jpg]3 Rules - LRl
F 2B BR B 3= ek
Select it Highight mmﬂqumwlu-"?: & i

e ot a3 Upie o | e | D Coakloctran | rage
Foun





1.4 

[image: image4.jpg]Click Select Recipients to identify the

file in which the details of the parents
and their contribution is saved.
(see tip sheet: Mail merge data table)
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1.8 [image: image8.jpg]Click Edit Recipient List... if
you want to edit the list,
otherwise skip this step
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[image: image9.jpg]You are now ready to start the Click OK
form letter. See tip sheet:
Mail merge form letter





