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This two page laminated quick reference card showing step-by-step instructions and shortcuts for how to use
mail merge features of Microsoft Word 2013. Written with Beezix's trademark focus on clarity, accuracy,
and the user's perspective, this guide will be a valuable resource to improve your proficiency in using Word
Mail Merge.

The following topics are covered:

Select the Type of Document: Choosing the Document.

Choose the List of Recipients: Formats for Recipient Lists, Creating a Recipient List Directly, Creating a
Recipient List in Word, Selecting an Existing Recipient List, Using Outlook Contacts, Editing an Existing
Recipient List, Selecting and Sorting Recipients.

 Writing the Document: Creating an Envelope Document; Creating a Label Document; Using an
If...Then...Else Rule; Suppressing Blank Address Lines; Changing Output Case and Changing Output
Date/Time Format.

Merge the Documents with the Recipients: Previewing the Merge; Merging; Merging to a New Document;
Recommendations for Effective Post Mail Addressing; The Mail Merge Wizard and Highlighting Merge
Fields.
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From reader reviews:

Todd Jacob:

Typically the book Microsoft Word 2013 Mail Merge Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) has a lot of knowledge on it. So when you make sure to read this book
you can get a lot of advantage. The book was published by the very famous author. The writer makes some
research ahead of write this book. This particular book very easy to read you may get the point easily after
perusing this book.

Kristopher Sutherland:

Your reading 6th sense will not betray you, why because this Microsoft Word 2013 Mail Merge Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) book written by well-
known writer we are excited for well how to make book which can be understand by anyone who have read
the book. Written with good manner for you, dripping every ideas and writing skill only for eliminate your
own personal hunger then you still skepticism Microsoft Word 2013 Mail Merge Quick Reference Guide
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) as good book not merely by the cover but
also through the content. This is one guide that can break don't evaluate book by its include, so do you still
needing an additional sixth sense to pick that!? Oh come on your reading through sixth sense already told
you so why you have to listening to yet another sixth sense.

Sharon Clayton:

As we know that book is very important thing to add our knowledge for everything. By a e-book we can
know everything you want. A book is a list of written, printed, illustrated or perhaps blank sheet. Every year
was exactly added. This e-book Microsoft Word 2013 Mail Merge Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) was filled about science. Spend your free time to add your
knowledge about your research competence. Some people has distinct feel when they reading a book. If you
know how big advantage of a book, you can experience enjoy to read a book. In the modern era like
currently, many ways to get book that you wanted.

Guadalupe Hauser:

A lot of people said that they feel bored stiff when they reading a e-book. They are directly felt this when
they get a half areas of the book. You can choose typically the book Microsoft Word 2013 Mail Merge
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) to make your own
reading is interesting. Your current skill of reading skill is developing when you such as reading. Try to
choose straightforward book to make you enjoy to read it and mingle the feeling about book and examining
especially. It is to be first opinion for you to like to available a book and study it. Beside that the e-book
Microsoft Word 2013 Mail Merge Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card) can to be your brand new friend when you're sense alone and confuse with the information



must you're doing of this time.
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