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Understanding Mail Merge Concepts

1. Mail merge allows you to merge ________.

 FORMCHECKBOX 

A.
two form letters

 FORMCHECKBOX 
(
B.
a form letter with a data source

 FORMCHECKBOX 

C.
two data sources

 FORMCHECKBOX 

D.
None of the above

2. Mail merge produces ________.

 FORMCHECKBOX 

A.
one large document with each customized document separated by manual page breaks

 FORMCHECKBOX 
(
B.
one large document with each customized document separated by Next Page section breaks
 FORMCHECKBOX 

C.
a separate document for each record in the data source

 FORMCHECKBOX 

D.
None of the above

Working with the Mail Merge Task Pane
3. What does the Mail Merge task pane provide?

 FORMCHECKBOX 
(
A.
step-by-step guidance for setting up and conducting mail merges

 FORMCHECKBOX 

B.
a list of main documents and data source documents

 FORMCHECKBOX 

C.
a list of data fields for a data source

 FORMCHECKBOX 

D.
None of the above

4. The Mail Merge task pane allows you to choose a particular Access table from an Access database to be used as a data source.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Data Sources

5. A data source ________.

 FORMCHECKBOX 

A.
cannot have records added to it or deleted from it once it has been set up

 FORMCHECKBOX 

B.
can have records added to it but not deleted from it once it has been set up

 FORMCHECKBOX 
(
C.
can have records added to it or deleted from it once it has been set up

 FORMCHECKBOX 

D.
None of the above

6. The data in a data source is stored in a table.

 FORMCHECKBOX 
(
True

 FORMCHECKBOX 

False

Working with Main Documents

7. Which of the following items can be included in a main document?

 FORMCHECKBOX 

A.
Text and merge fields

 FORMCHECKBOX 

B.
Tables

 FORMCHECKBOX 

C.
Graphics

 FORMCHECKBOX 
(
D.
All of the above

8. Which of the following statements about working with main documents is true?

 FORMCHECKBOX 

A.
A main document is linked to a data source that includes one or more merge fields

 FORMCHECKBOX 

B.
Merge fields inserted into a main document correspond to fields in the attached data source

 FORMCHECKBOX 

C.
When you conduct a merge, a customized letter, envelope, or label is created for each record in the data source

 FORMCHECKBOX 
(
D.
All of the above

Conducting a Merge

9. It is usually more practical to save the main document and data source but not the merge document because ________.

 FORMCHECKBOX 

A.
the merge document may be very large and occupy large amounts of disk space
 FORMCHECKBOX 

B.
the merge document can easily be recreated by remerging the data source and main document

 FORMCHECKBOX 
(
C.
Both A and B
 FORMCHECKBOX 

D.
None of the above

Working with Merge Problems

10. What is the problem if some customized letters in the merge document are missing data?

 FORMCHECKBOX 

A.
Data is missing in the main document

 FORMCHECKBOX 
(
B.
Data is missing in the data source
 FORMCHECKBOX 

C.
Fields are missing in the main document

 FORMCHECKBOX 

D.
Fields are missing in the data source

11. A punctuation or formatting mistake in every page of a merge document usually indicates an error in the data source.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Using Envelopes and Labels with Mail Merge

12. What can you include in an envelope main document?

 FORMCHECKBOX 

A.
Address Block

 FORMCHECKBOX 

B.
Postal bar code

 FORMCHECKBOX 

C.
Other fields from the data source

 FORMCHECKBOX 
(
D.
All of the above

13. A data source cannot be used for more than one main document.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False

Merging From Alternate Data Sources

14. Which of the following items can be used as a data source for a mail merge?

 FORMCHECKBOX 

A.
an Access database table or query
 FORMCHECKBOX 

B.
an Excel worksheet or named range on a worksheet
 FORMCHECKBOX 

C.
an Outlook address book folder
 FORMCHECKBOX 
(
D.
All of the above

15. Word’s Mail Merge only works with sources from other Office 2003 applications.

 FORMCHECKBOX 

True

 FORMCHECKBOX 
(
False
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