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(You will Insert fields 1-4 here)  Leave 4/5 blank fines here
Dear (You will Insert field 5 here)

“Thank you for your enquiry regarding our new colour printers, which we advertised for sale

st week.

1wl be n the Cork area on Monday next. 1 will be wiling to visit you at (You will insert
field 6 here) if you are available.

Yours faithfully

SALES MANAGER

1. Save as Letter A on your Server.

2. Using the Mall Merge facilty Create the following Data fle and save it as Data A on
your Server.

cter
M Tom Crerry Tile Miss Mary Coffey
View Rosd Address1 Rose Cotage
CARRIGALINE Addres2  BALLINHASSIG
CoCon Address3 Cork
M Cherry Salwation M Coffey
11 30mm “Time 12.00m
Tie M Michel Cancy =2
Address | Riverview Avene Address 1 Willow il Park
Addressz  BANTRY Address2  BANDON
Address  Con Address3  CoCol
Sautation s Claney Silwatian N Lineban
Time 12300m Time 300

Merge Lotter A and Data A

. Insert your name as a foofer and print merged lefters
Save the merged letier document as Merge A on your Server.
Close all documents and exit from Windows.

oo s W




