Microsoft Word 2016
Mail merge form letter
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click on Insert Merge Field
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Scroll down or use the Page Down key to navigate this document. 
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[image: image2.jpg]In this case, click Address_1 to
insert the data from the
“Address_1" field in the data table





1.3 

[image: image3.jpg]o Fahe
e (B Updsetioes e (3 Crcklrtinon  nger

st vamese Peveweuns o





1.4 

[image: image4.jpg]i Wt e

i R Broanaon ,9'.

Bt | D chtows |
R o

«Address_1»

Press the Enter key

to go to a new line
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Repeat the process and

insert Address_2
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Thank you very much for your contribution of {Contribution.
We are confident that this will help to alleviate the poverty in

our community.

Yours sincerely

Mo v
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Click Preview Results
«Address_1»
«Address_2»
«Post_Code»

Dear «Name_»

‘Thank you very much for your contribution of kContributions.

We are confident that this will help to alleviate the poverty in
our community.

Yours sincerely

Mo v
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‘Thank you very much for your contribution of R 430,00 Cash.
We are confident that this will help to alleviate the poverty in
our community.

Yours sincerely

Ms K Dube.
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39 Twickenhan Rd.
Auckland Park

Dear Mr & Mrs Hilton

Thank you very much for your contribution of 58 Cans of fooc
We are confident that this will help to alleviate the poverty in
our community.

Yours sincerely

Ms K Dube.
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Dear Mr. Carter

‘Thank you very much for your contribution of R
We are confident that this will help to alleviate the poverty in
our community.

Yours sincerely
Ms K Dube
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Dear Mr. & Mrs Houghton

‘Thank you very much for your contribution of 20kg Maize. We
are confident that this will help to alleviate the poverty in our

community.

Yours sincerely

Ms K Dube.
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If you wish to do so, click Edit
Individual Documents...
. . boverty in our
community.

Yours sincerely

Ms K Dube.
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Click OK to
complete the merge
to a new document.

br your contribution of 0kg Maize. We

il help to alleviate the poverty in our

Yours sincerely

Ms K Dube.




