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Mail Merge using Word and data from an Excel spreadsheet 
Data is in an Excel File                    Filename:   mm-names-TTT222.xls 
Row 1 has field names      To be used as data field in the Mail Merge 
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In Word  
 
Select the Mailing tab    then 
          Start Mail Merge 
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                                                                      Next:  Select recipients      
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You can sort the data by clicking on the arrow  
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<<First_Name>>    <<Last>>    
769 N. Grand Ave 
Duarte CA 91616          
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3 up Lables 
 
Using Word 
Select the Mailings tab then … 
 
 
To see the gridlines,  make sure  and check  Layout tab and then View Gridlines  
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3 up Labels 
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Insert Clip Art 
 
 

 
 
   
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


