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Prepare the following standard letter

Inser tday’s date

(You will Insort fislds 1-4 hers)

Dear (You will Insert field 5 hers)

Thank you for your enquiry regarding our new cars, which we advertised for ssle

1 wil b in the Macroom area on Monday next. 1 will be willng to viis

insort fiold 6 hore) if you are available.

Yours faithflly

SALES MANAGER

Insert your name as a footer and Save as Lefter E on your (H) Server.
Using the Mail Merge facilty Create the following Data fil and save it as Data £ on
your (H) Server.

Leter s

Tie MrKevin Murphy Miss Jae Coffey
Address 1 View Roud Rose wood
Addres3 MALLOW. KANTURK
Addres3 CoCok o

Sl M Murghy Mis Coftey
Time. 900 10.00am
Letter ¢

Tie M Michael Dawson MirKevin Smith
Address 1 Rivervew Avenue Willow il Park
Address2 CLONAKILTY DURRUS.
Address  Cor Cocok
Siutation M Dawson i Smith
Tie 1100 1200m
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. Print merged letters.

Merge Letter £ and Data E.

Save the merged letter document as Merge £ on your Server.
Close all documents and exitfrom Windows,




