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Objectives

Upon training completion, participants will know and be able to:
. create a mail merge letter;

. insert the HCC logo;

. re-size the HCC logo;

. use an Excel Database to create a mail merge;

. use an Access Database to create a mail merge;

. view two parts of the same document;

. compare two documents side-by-side;
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. use section breaks.
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Creating an Excel Mail Merge
Letter

Mail merge allows you to create letters,
envelopes, or labels from a specified Excel
data source.

Open a previously saved Word document (the
letter) in Microsoft Word.

1. From the Microsoft Word menu Bar, click
File>Open>Desktop.

Click the Word I11 folder.
Click Open.

A

Click Open.

Click the specified letter, (ex. Mailmergeletter).
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Inserting the HCC Logo

Click inside the letter document where you
would like the logo to appear.

From the Microsoft Word Menu Bar, click
Insert>Picture>From File.

Select the location of the logo, (ex. Desktop).

Click the folder where the logo is located, (ex.

Word II1).

Click Open.

Click the HCC Logo.
Click Insert.
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Resizing the Logo to the Whole
Page
1. Click the logo. A black box outlines the logo.

2. On the corner of the outlined logo, click the
bottom right corner of the logo, and stretch the
logo to the size of the page.

3. The logo now appears at the top of the letter.
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Using an Excel Database to

- | Mail Merge
Perform a Mail Merge J

1. From the Microsoft Word Menu Bar, click
Tools>Letters and Mailings>Mail Merge. Select document type

2. Under Select document type, select Letters. What bype of document are you
working on?

E} Letters

() E-mail messages

3. Click the link at the bottom of the task pane,
Next: Starting Document. e

() Envelopes
() Labels

{:} Directory

Lektters

Send letkers to a group of people.
You can personalize the letter that
gach person receives,

Step 1 of 6

e % Mext: Starting document
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Under Select starting document, click Use the
current document.

Click the link at the bottom of the task pane,
Next: Select recipients.

Under Select recipients, click Use an existing
list.

Click Browse (the Select Datasource dialog box
will appear).

<)

5

Mail Merge * X
®|@|a

Select starting document

How do wou wank to set up wour
letters?

(*) Use the current document
() Start From a template

() Start From existing docurment

Use the current document

Stark from the document shown
here and use the Mail Merge wizard
ko add recipient information,

Step 2 of 6
B Mext: Select recipients

@ Previous: Select docurent bvpe

i Mail Merge v X

Select recipients

(%) Use an existing list
() Select From Outlook contacts
() Tvpe a new list

Use an existing list

Use names and addresses From a
file or a database,

i Browse...

.
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10.
11.
12.
13.
14.

From the Select Datasource dialog box:

From the Look in box, select the location of the
Excel Database file, (Ex. Desktop).

Select Word I11.

Click Open.

Click the desired file. (Ex. Excel Mailmerge).
Click Open.

The Select Table dialog box appears.

Click OK.
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15.

16.
17.
18.

The Mail Merge Recipients dialog box
appears.

To use only some of the names, uncheck the
boxes of the names that are not to be used.

Once finished selecting recipients, click OK.

The selected database appears in the task pane.

Click the link at the bottom of the task pane,
Next: Write your letter.

NaIlMETEERECIMENIE

To sort the list, click the approptiate column heading, To narrow down the recpients displayed by a
specific criteria, such as by oity, click the arrow next to the column heading. Use the check boxes or
buttons to add of remove recipients from the mail merge,

X

List of recipients:

w| LastMame =~ ¥| First Hame ¥| Address vl City w| Stake v Z.,
]
Fenkon Celeste 9483 Back... Tampa R 33614
Rass Glenna 1234 Wate,., Tampa FL 33595
#Agosto Zeleste 356 Tarpo,,. Tampa  FL 33006
l Selact Al l l Clear &l ] l Refresh ]

Use an existing list

iCurrently, wour recipients are
selecked From:

[Sheet1$] in "Excel Mailmerge, «ls"

17,

& Select a different lisk, ..

7 Edit recipient list. ..

Step 3 of 6
& Mexk: \Wrike wvour letker

@ Previous: Starting document
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19.

20.
21.
22.

23.

Now, you will place the Mail Merge fields into
the document. Make sure the mouse pointer is
clicked inside the document where the first field
should be.

To insert the fields from the Excel database,
click More items. . .

The Insert Merge Field dialog appears.
Click First Name.
Click Insert.

Continue to click each merge field in the order
that they will appear in the document, and click
Insert until all desired fields are selected.

Click Close.

Mail Merge -
®|@| A

Write your letter

If wou have not already done so,
wrike wour [etker now,

To add recipient information to
wour lektter, click a location in the
docurment, and then click one of
the itermns below,

=] Address block. ..

=] dreeting line. ..
iareeking wizard. ..

_:'| Electronic postage...

I Postal bar code. .

||||||

=] Mare items. ..

When wou have finished wriking
wour letker, click Mext, Then you
can preview and personalize each
recipient's letker,

INSETMETEEN el

Insert:
() Address Fields (%) Database Fields

Fields:

Last Mame @
Address

Match Fields...] ’ Insert ] [ Cancel
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24.

25.

26.

27.

The merge fields appear in the document.

To place the merge fields in the proper location,
click Enter after last name, click Enter after
address, place a Comma and space between
city and state, and put a space after state. The
merge fields will now be in the proper location.

Click the link at the bottom of the task pane,
Next: Preview your letters.

The first merged document appears in the
Window, and the Mail Merge box appears on
the right.

Click the link at the bottom of the task pane,
Next: Complete the Merge.

24

D
D

g#First MamewsLast Mame:
wbddresss
wCityn, wotates «lipn

Step 4 of 6
2 Mexk: Preview your letbers

@ Previous: Select recipients

Mail Merge v X

Preview your letters

one of the merged letkers is
previewed here, To preview
another letker, click one of the
Following:

Recipient: 1
_33 Find a recipient. ..

Make changes

You can also change your recipient
lisk:

T Edit recipient list. .,

| Exclude this recipient

when wou have finished
previewing your letkers, click Mexk,
Then wou can print the merged
letkers or edit individual letters to
add personal comments.,

Step 5 of b
& Mext: Complete the merge

@ Previous: Write your [etker
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28. To complete the merge, select Edit individual
letters. This will merge all of the documents
and place them in the Window.

29. The Merge to New Document box opens.
Select All

30. Click OK.

The documents are now ready to print.

Activity

Mail Merge from Access Database

The process to complete a mail merge from an Ac-
cess database is identical to the process to complete a
merge from Excel. Follow the tutorial pages that you
just used to merge from Excel, and complete a mail
merge from an Access database.

12

i Mail Merge v X

Complete the merge

Mail Merge is ready to produce
wollr letkers,

To personalize your letkers, click
"Edit Individual Letters." This will
open a new document with your
rerged letkers, To make changes
ko all the lekters, switch back to the
original document,

Merge

L35 Print..,

L.' _j Edit individual letters. .,

METEe Lo ew DT anment: El
Merge records

{3 Current record
{:} Eromm: To

’ oK ] [ Cancel
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View Two Parts of a Document

Viewing two parts of the same document
simultaneously is beneficial for cutting/
copying/pasting text in a long document.

1. Point to the Click Box at the top of the vertical
scroll bar.

2. When the pointer changes to a re-size pointer,
click and drag to the desired location within the
document.

Viewing Two Parts of a
Document

Open the sample document titled Viewing Document.
Practice viewing two parts of the document by click-
ing and dragging the Click Box throughout the docu-
ment. Then, copy a paragraph from the beginning of
the document, and paste it at the end of the document.

_T_
OT

KSA: Knowledge, Skills, and Attitudes of Effective Online In

Creating an online course or transforming a traditional class to an online forn
than just uploading lecture notes or existing course materials. The process |
above all else, careful planning and preparation. The design, development,
Imaintenance of online courses is often time intensive. . a goodthing to ensu

Aarnina activitioe ars rmatehod annreceriatale teo docired learninos aooatecrnoe
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nitially, good online instructors carefully consider the desired learning outco
Thorough examination of the following is conducted: a) course format desi
organization of the online course; b} instructional design and delivery. learni
objectives and activities; c) resources: learner support; d) evaluation of stud
edrning. assessment strategies, e) technology. selection and integration of]
esources; and f) course revision: improvement based on evaluation and st
Feadback.
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Opening Two Documents Side-by-
Side

Having two documents opened side-by-side
is beneficial for comparing documents and/
or cutting/copying/pasting text between
documents.

1. Open the documents that you want to compare.

2. On the Microsoft Word Menu Bar, click
Window>Compare Side-by-Side with.

Both documents will now appear on your
screen.

3. To close the side-by-side view, click Close on
the Side-by-Side toolbar.

Side-by-Side Documents

Open the two documents titled Side-by-Side 1 and
Side-by-Side 2 (minimize document 2). Then follow
the steps above to view both documents simultane-
ously. Cut and paste text from one document to the
other.

14
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August 2, 2005

Mr. John Ellison, Tearn L4
School District of Hillshon
Instructional Services. e
3993 East 2 15° dvenue
Tampa, FL_ 33605

Dear John:
Thank you for taking the

follow-up to our meeting
for the 13 online courses

Compare Side by Side -
a0 4 | Close Side by Side

©
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Section Breaks

You can use section breaks to vary the
layout of a document within a page or
between pages. For example, format a
section as a single column, and then format
the following section as two columns, or use
roman numerals to number introductory
pages, and then use numeric numbers to
number the remaining pages.

1. From the Microsoft Word Menu Bar, click
Insert>Break.

2. Select the type of Section Break you need,
(Example: Next page for page numbering,
Continuous for within the same page).

Section Breaks

Open the document titled Section Breaks. Follow
the steps above to add page numbers. Use Roman
numerals for the first three pages, and use numeric
numbers for the remaining pages. Then on page four
of the document, put paragraphs two and three into
two column format.

Break types

" Column break

" Text wrapping break
Section break bypes

. Mexk page

™ Continuous e

. Even page

™ 0dd page

()4 Cancel
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