Exercise on Mail Merge


The International Culture Exchange Club of Hong Kong is organizing a Cultural Exhibition about Chinese Festival. So, they need to collect some materials for the exhibition. The Chairman of the Club wants to gather some information from a group of people in a list. He is planning to send letters to this group of people.

‘letter.doc’is a letter.

‘data.doc’is a data file stores the personal information of the group of people.

‘RdSheet.doc’is a record sheet contains the personal information of each person.

‘SIGN.jpg’ is a graphic file contains the chairman’s signature.

The Chairman, Mr. Cyril Johnson, wants to make some amendment on both the letter and the record sheet.

For the letter …… 

a) Include the name, address and the salutation of each person into the letter.

b) The Chairman’s signature should be added below “Yours sincerely”, at the bottom of the letter.

Save and modified the letter as a file name “newletter.doc”.

For the record sheet …..

c) Insert the appropriate information into the record sheet.

d) Add a small picture (Any picture from clipart) beside the heading “Record Sheet”.

Save and modified the letter as a file name “newRdSheet.doc”.

Before printing out the record sheets and letters, Mr. Johnson wants to attach each record sheet with the letter. Therefore, all record sheets and letters should arrange in this order:

1st record sheet

1st letter

2nd record sheet

2nd letter.. .etc.

Save the master document as a file name “MasDoc.doc”
Try to produce all letters and record sheets and arrange them in this way. Then save the file as a new document name “AllDoc.doc”.

