MOAC Word Lesson 11	Mail Merge	Outline
Name:  __________________________________ Date: _______________________ Period: _______
Software Orientation
Commands on the _________________ tab are used to perform mail merges, as well as to _________________ envelopes and labels for a group _________________.
Setting Up Mail Merge
Mail merges are useful for creating _________________ documents that have the same basic content, and _________________ them with _________________ information from a data source—for example, a form letter, sent to _________________ customers using different _________________ names and addresses. 
In essence, mail merges are used for _________________ and _________________ correspondence such as memorandums, labels, invitations, and more.
The mail merge _________________ contains the same information that everyone will receive. 
The individuals receiving the document are _________________ in a data source, which is the list of recipients and contains information for each individual with variable data, such as the person’s first and last name, address, city, state, zip code, phone number, and etc. 
The _________________ can be created as a _________________ using Word where Word provides the _________________ and you key the data in them. 
You also customize the fields to fit your document. Other programs can be used for the data source such as an Excel worksheet, an Access table or query, or your Outlook contacts list.
Setting Up a Main Document Using the Mail Merge Wizard
To begin a mail merge, the main document is set up from a new or an _________________ document. 
The _________________ contains the text and _________________ that are the same for each version of the _________________ document. 
Setting Up a Main Document Manually
You can begin working with Mail Merge by _________________ your letter and using an _________________ data source, creating your own data source list and keying your recipients’ information, or using Outlook to get your _________________ from. 
You don’t need to have the _________________ program installed on your computer because Word makes it easy to create your list of recipients. It is easy to create a database in Word because the fields are already _________________ for you. 
After setting up your _________________, the _________________ block and _________________ line are inserted the same way they were in the step by step mail merge wizard. 
You can _________________ your results and check for _________________ using the tools available in the Preview Results group, and then perform the merge. 
Executing Mail Merge
The final steps in a mail merge are to check for _________________, _________________ the merge, and _________________ the merge.

