Customizable Assessment

Using Mail Merge


Assessment: Create a Mail Merge

In this exercise, you will create a data source and main document then merge them.

1. Use the Mail Merge Task Pane to create a mail merge document.

2. Create a form letter to four printing companies, asking for a quote to create your business cards, letterhead, marketing folders, and brochures.

3. Type a new list of recipients. Note that you will be customizing the address list by deleting Address Line 2, Country, Home Phone, Work Phone, and E-mail Address.

4. Enter the following information and save the data source as Office Address Data Source.
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5. In the form letter, add fields to show today’s date, the Address Block, and the Greeting Line. Start the date 2" from the top of the document and insert three hard returns between the date and the Address Block.

6. Save your letter as Pricing Request Form Letter.
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Enclosed are samples of our business cards, letterhead, marketing folders, and brochure
covers. Also enclosed is a pricing card from our current printer.

We plan to order all of the items listed above. Some of the factors we will consider when
making our decision include price, quality, and completion time. We will also be working
on new designs for our marketing folders sometime in the next few months. Please
contact me if you require additional information.

Sincerely,

Gloria Manoz
Managing Partner

Enclosures




7. Preview the merged document and choose Edit Individual Letters and All Records to create the merged document with all four customized letters.

8. Save the merged document as Pricing Request Merge Letters.
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