Prerequisite
1. Create a folder called Year 8 ICT
2. Inside of the folder called Year 8 ICT Create a new folder called Lesson 9
3. You should save all work from this lesson into Lesson 9
[bookmark: _GoBack]
Section A & B - Tasks: (no more than 30 seconds each!)
1. Launch Microsoft Word from the start menu
2. Load the document called Lesson 9 – Mail Merge
3. Set the document mail merge type to letter
4. Set the document to use the existing recipient list Lesson 9 – Mail Merge Data
5. Insert the appropriate merge fields at the top of the document for the name and address
6. Insert the appropriate merge fields in the main part of the letter.
7. Finish and merge (select edit individual documents don’t print!)
8. Save and close the document
9. Open a new blank document
10. Start the mail merge Label wizard and select the label type as 30 per page height 2.54cm and width 6.67cm
11. Set the document to use the existing recipient list Lesson 9 – Mail Merge Data
12. Add in all the appropriate merge fields
13. Save and close the document

Quick Skills – final check:
At the end of today’s lesson my knowledge is:
Section A – Mail Merge: Preparation
	Skill
	Tick

	I can open, prepare a document, as a main document for a mail merge. 
	

	I can select a mailing list, other data file, for use in a mail merge. 
	

	I can insert data fields in a mail merge main document (letter, address labels). 
	



Section B – Mail Merge: Outputs
	Skill
	Tick

	I can merge a mailing list with a letter, label document as a new file or printed output. 
	

	I can print mail merge outputs to create a letter. 
	

	I can print mail merge outputs to create labels.
	



