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Exercise 8 Mail Merge

Insert today’s date
Title

Address Line 1
Address Line 2

Address Line 3

Dear (insert Salutation)

Thank you for your enquiry regarding our new Toyota Yaris Hybrid, which we advertised last
week. It will be available to test drive from next Monday at (insert time here) if you’re
available.

Your Sincerely,

Sales Manager Grandon'’s.

Insert a footer blank three columns with your name, class group and date.
Save the document as fetter T into your mail merge folder.

Using the mail merge facility Create the following Data file and save it 2 Data T in your mail
merge folder.

Title Addressline 1  Address Line 2 Address Line3  Salutation Time

" Mrlan Clune 12 Main St Ballincollig Co Cork Mr Clune 9.30am
MrMickRyan  Lima Lawn Glasheen Cork Mr Ryan 10.30am
Ms Ann Shaw 9 Jona Park Mayfield Cork Ms Shaw 11.30am
MrJack Lynch 5 Mill Road Douglas Cork Mr Lynch 12.30pm

Now create the merged by replacing the fields in the original letter T with the new data.
Insert a header blank three columns, with your class group, your name, and date.
Save the new letter as merged letter T to your mail merge folder.

Now create a mail merge for labels, You will use the Data T recipients list you created for the
letter. Open a new document to create the labels with the following
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guidelines
Label Vendor= Avery Ad/A5

Product No= 4820

This label document will include a footer left aligned with your name and class group.




