Mail Merge

Typing a letter to parents
about the school
production




Lesson Objectives

* Pupils will learn what a mail merge is
and how it works

* Pupils will consider required
information that needs to be merged.

* Pupils will be able to produce a letter
for parents using normal standards
and convention



Learning Outcomes.
At the end of the lesson pupils will have

* Created a form letter to inform
parents about the school
production

* Merged fields onto the form letter
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Typing the Letter

* You need to type a letter to parents
informing them of the school production.

* They need to know:
— The name of the production,
— When it is to take place,
— The venue,
— The cost,
— How to book seats,

* Use paragraphs. Leave a line space
between paragraphs.



Finding the data source
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* Goto

— Desk top
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— Mail merge contact list
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Insert Merge Field

Insert:
" pddress Fields ¥ Database Fields

Match Figlds. ..

Add address fields.
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gTitler «First names «3urnames
g#Foad or streets
wVillages «Postal Towers
#Postoodes

Monday, 13 November 2006

Dear «Titles «Surnatnes

writing to invite vou to the school production

ik

Add the salutation as merged fields.



«Titles «First names «Surnames
#Road or streets

«Villagen «Postal Towrs
#Postoodes

All text should
be left hand
justified,
including the
final greeting.
Leave space
for your
signature.

Monday, 13 November 2006

Drear «Titler «Burnames

[ am writing to inwite you to the school production.

Yours Sincerely

Mildred Thringhlatt
{(Head teacher)
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