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1. Word 2003
Tal::;j:af colurnns: [ Table Slze L)A q‘jﬂhéj\j BJAQ;Y\ A A o2
Mumber of rows: H

AutoFit behavior
(®) Fixed column width: Auto
() AutoFit to contents
() AukoFit to window

Table style: Table Grid Auto Fit Q‘J‘:’ﬂ\ :\.c - C)A BJA.CS“ i 5 . &H‘)L Ada .3

4

Behavior
[ remember dilEﬂengions Far nevi.l t[ables ] OK ‘)g_'j .4
014 Cancel
Jatlait)
Table Select Table Jsaall Jallss
Table Select Column 3 gae Ll
Table Select Row Con s
Table Select Cell Lla i
Table Select Table
Table : Colurn
YEAN
Table Insert Column to the Left
Table Insert Row Below
¢ laly)
Table Delete Table Jsa olal
Table Delete Column 3sec £la)
Table Delete Rows i g 212
Table Delete Cells LIA ¢l
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Table iild ;o Merge Jiai 5 lgaed 3 pall LAY B (3 5k e LAY e Loy s 12
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S eSaadl Cglic s sland Jans ¥ saa panaiy @iigil 350 o3a (e 3l 73508 LS Y Lule
Jree <5500 delay lld any o il Jpaall 13gs 3 el ey lie Aally edli yal) o5y 5 cliaal)
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Tools | Table ‘Window  Help
%% spelling and Grammar... F7 ;‘ﬂ 4 = _@ E= -| o 9 Flle u_n REREN Ahiea G\S.\ 6‘53.\ 1
JEL | Research... Alt+Click, = = = +=
I = = = = - | BT |
7 Language i -: = -| - New (ﬁ
Word Count, ., .
= Letters L3 Tools (— —2
Speech 1—@ /
i Shared Workspace. .. 523 Uil ‘____=| Lo M aie TATgE LG_'\AJ And Mallllng
3 Letters and Mailings 3 || Mail Merge. .. | Mall Mel‘g
1 =+ | AutoCorrect Options, .. Shaow Mail Merge Toolbar . .
i Eustomize. .. =1 Enwvelopes and Labels... SeleCt P S Iy M )_G'h" _3
] options... Letter Wizard. .. .
. 2 e e ) (a2 Sle Document Type
: : b dae Lg atiull
: Mail Merge v

1
2

s 4T : Letters
Select document type . u)ja{y\ LA‘G 4_1\35&3 : EnVCIOpe

What bype of document are vou

(1)

- @)
warking on? ( )
(@)

(%) Letters * 4.31'3.1’)) U_’M L'L)’J : Labels 3
() E-mail messages . R .
) Envelopes o A ‘_sﬁ Uﬁ)hﬂ\ @w . DlI‘eCtOI'y 4
() Labels . e s .
) Directory . Next JL\A-’ Al dﬂ-\-ﬂ\ (e & Letters JL\A-’ -4
Letters

Send letters to a group of people,

You can personalize the letker that Step 1 of B

each person receives,

Click Mext ta continue. & Mext: Starting document
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.13 Word 2003 v AT

: &) Lal e L s Select Starting Document (s Al 4aili elsi =5

 Mail Merge v x 3scall LS ays: Use The Current Document (1)
B|@| A . ATl s QJ:; g__al.b;]' ) j
Select starting document

Jala zisa jay @llyg ¢ Start From a Template (2)

How do wou want ko set up your
lettersy

(%) lse the current docurment . G‘h‘)‘l‘ d\)ﬁ U
S il 8 ellyy: Start Form Exiting Documents (3)

() Skart From existing docurment

Use the current document . LB"L“‘ ala <_s—°‘ k_UnAJ\ APEy

Start From the document shown
here and use the Mail Merge wizard

to add recipient information. . Next Jt‘i-.’ PR S T e ?_’ _6

Step 2 of b
& Mext: Seleck recipients

@ Previous: Select document: type

: &) ba sae L s Select Recipients 4aild W jedas =7

sala 4dld agay Jxig: Use an Exiting List (1)

e Asa sl el e clildl sl sl

Select recipients . Access ¢ Excel § Word =l n
Crvonil Jl—sal i 0 Select From Outlook Contacts (2)

Mail Merge v

(73 Select From Outlook contactks

() Type a new list . Outlook C““L’J" Lﬁ Q::}U:J\ 4 R Qﬂ}u’J‘
Use an existing list J\AJ}[ )MA C.J}u U,.dna_u : Type a New List (3)
b - eDleall il
& Browse...
o
Step 3 of 6 OSe 22l Browse dawcas Jsy) Lall U jlidl) e 5 —8
% Mexk: Write vour letter . Next J\.’.'\i_'a a—’ ) '&J);}d\ Sl 2l

4@ Previous: Starting document
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Gy Sy o) siall (ia e 48y Hhal C) HLAY (s Lo s Write Your Letter 438 W jelsi -9
Next & ¢ adll g 5seall &l jleds) axe 5 WLl oy Al e Dlaad) cilily Jsia

: Mail M
L2 .S Step 4 of 6

5 Mexk: Preview vour lethers

Write your letter . ) o
4 Previous; Select recipients

If wou have nat already done so,
wrike vour [etker now,

To add recipient information to

wour letker, click a location in the . . - . IR
document, and then dlick one of (& ué‘)’él Preview Your Letter a3l W )@-h-l -10
the items below,

=] Address block.., a@—“j el Ujs-'j ‘—’M\ ji S‘Q-CJH ‘;ILG_J\ d&.ﬂ\
2 Greeting line... L@..a\ N e Slendl sl L"_i\}{:.ﬂ\ O d ..“ ){)AS

_f| Electronic postage. ..

Il Postal bar cade. .. 4_&1.{1: l_ﬂ )_Q_L.\J NCXt Juii e_"i A.Gw\ d.ﬁ

:=| Mare ikems, .. . .
When you have finished writing By %w\ ‘)A\ L@—.\‘j Complete The Merge

wour letter, click Mext., Then vou .
can preview and personalize each ‘\A@.AM

recipient's letker,

i Mail Merge - i Mail Merge -

@ | DA

Preview yvour letters

Complete the merge

Mail Merge is ready to produce

One of the merged letkers is
wour letkers,

previewed here, To preview
another letter, click one of the

Fallowing: To personalize your letkers, click

"Edit Individual Letters." This will
Recipient: 1 open a new document with wour
L =
- merged letters. To make changes
to all the letters, switch back to the

_33 Find a recipient. ..
original docurnent.

Make changes

¥ou can also change wour recipient Merge

=t 5 Print...

@ Edit recipient list... : S
7 Edit individual letters. ..

[ Exclude this recipient ]

‘when ywou hawve Finished
previewing your letters, click Mext,
Then vou can print the merged
letbers or edit individual letters to
add personal comments,

Step 5 of 6

& Mext: Complete the merge Step 6 of 6

4@ Prewvious: Write vour letter 4 Prewvious: Previews wour letters

() sy @i il ¥) ) Y o 2¢ ¢ aeays aglll dlilais))
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