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SAMPLE MAIL MERGE ASSIGNME

1. Prepare the following standard letter 2

Insert today's date
(You willInsert fields 14 here) ‘
Dear (You willInsert field 5 here)

wdies Department
Thank you for your application for the post of Lecturer for our Business Studies Departr

Please attend for interview at our Head Office in Emmet Place, Cork, on Monday next at

(¥ou willinsert field 6 here).

Yours faithfully

PERSONNEL MANAGER

2. Save as Letter G in your Mail Merge Folder on your (H) Server.
3. Using the Mail Merge Wizard Create the following Data file and save it s Data G on
your (H) Server.

Tt e Title Miss Mary Hurley
Address 1 Tramore Rosd Address 1 Woodview House
Address2  GLANMIRE Address2 MALLOW ROAD
Address3 CoCork Address3 Cork

Salutation  Miss Burke Salutation  Miss Hurley

Time 10.30am. Time 11.00an,

Lerc

Tide Miss Kate Shechan Miss Emma London
Address 1 86 Woodbine Grove. Bumfort Avense
Address2  MIDLETON CROSSHAVEN
Address3  Cork Cork

Salutation  Miss Sheehan Miss London
Time. 11.30am, 12.00pm,





