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6. woLaonbidlawaing OK

Mail Merge Recipients ? x

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source

https w | drivegooglecomdrivef...

< |

ChUsershstudenth,...
Ch\Users\studenth,...
Cih\Users\studenth,...
ChUsersh\studenth,...
Ch\Usersh\studenth,...
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http /fcapital.sec.orth/web...

Data Source Refine recipient list

ChUsersistudent Desktople -_'c-‘l Sort...
T Filter...
%9 Find duplicates...

[T:} Find recipient...
D Validate addresses...

Refresh
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Mail Merge ~ %

Write your letter

If you have not already done
50, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

E] Address block...

E] Greeting line...

|—_|'-*' Electronic postage...
R More items...

When you have finished
writing your letter, click MNext.
Then you can preview and
personalize each recipient's
letter.

Stepd of 6
= MNext: Preview your letters

# Previpus: Salact raciniants
Mext wizard step
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8. WAUNDITURNDUNG NARSI More Item

Mail Merge ¥ X

Write your letter

If you have not already done
5o, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

D Address block...

E) Greeting line...

d Electronic postage...
B30 More items...

When you have finished
writing your letter, click Next.
Then you can preview and
personalize each recipient’s
letter.

Step4 of 6

-> Next: Preview your letters

& Previpoue: Salact rariniants
Next wizard step

viUUSMSMSISEUMSaouuudNa

gundnausmsiiainAlulagansaun
UMONENSESIINIBEHYSIE




AdomsiBmulUsinsy
Microsoft Word 2019
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Insert Merge Field ? pd

Insert:
() Address Fields (®) Database Fields

Fields:

0
drivegooglecomdrivefolders1TuCAEY

Match Fields... Cancel

10. nA Next T Step 7 5 werdusuiasedu
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Mail Merge ~ %

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of
the following:

<« | Redpient:1 |

[7) Find a recipient...
Make changes

You can also change your
recipient list:

[ Edit recipient list...
Exclude this recipient

When you have finished
previewing your letters, click
Next, Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step5of 6
=» MNext: Complete the merge

€ Previous: Write your letter
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