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WORD PROCESSOR - MAIL MERGE
(d) Schools

Schools and other institutions can use mail merge to print :

* students’ names angd grades into reports,
* parents’ names ang addresses for letters,
* students’ names op to certificates,

(e) Personal
Persons individually can yse mail merge for -
# printing addressing envelops for greeting cards etc.
¢ sending invites (e,g,, wedding invite or birthday party invites) to people.

3 ADVANTAG

Mail merge is a popular and useful tool. It offers these henefits -

%5—*2.{-_{_! It is easy to make changes to 2 single letter and same change will happen in

every letter e.g., if you change venue in one letter, all letters will show
changed venue.

h_-_E__.r Once the merge has been setup, thousands of letters can be produced very
quickly.

3 Easier to check for grammatical/spelling errors as you need to check and
correct at one place only : all letters will show the changes.

Letters can be personalized.
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A standard letter can be saved and reused.

6/ The same data source can be reused, thus reducing the risk of e:mrs? 'fgtf- 2

4 cOMPONENTS OF MAIL MERGE

The three main components of the MErging process are : the Main document,
the Data source and the Merged document.

+ The Main document contains the main body of your letter, field nam'as and
merge instructions. The basic information in the main document remains the
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