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Mail Merge Recipients

checkboxes to add or remove recpients from the merge. When your list is ready, dlick OK.
Data Source [v Last Name « | First Name « | Title + | Company Name

abou elela.mdb [v [ | mohamed abou elelea |

n This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the

I i
4l I

Data Source Refine recipient list

abou elela.mdb 4| sort...
{ Filter...

%31 Find duplicates. ..

#ﬂ Find recipient. ..
f validate addresses...
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3. Write & Insert Fields Group
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In order to use spedal features, Mail Merge needs to know
which fields in your redpient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Unique Identifier (notmatched) | IRES
Courtesy Title Title |
First Name First Name [«]|_
Middle Name | {(not matched) =l
Last Name Last Name =
Suffix | {(not matched) =
Nickname {not matched) E]
Job Title | {(not matched) [;
Company |Company Name  []
Address 1 Address Line 1 =
Address 2 Address Line 2 [=]
City City [=]
Ciate Ctata 71 e

Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge expects
{listed on the left.)

[] Remember this matching for this set of data sources on this
computer

ok || cancel

| Greeting line format:

wchsysc]v] [EETE -] | [~]
Greeting line for invalid recipient names:
A8l st | pasSl s-u,-uE]
Preview
Here is a preview from your recipient list:
1

08 eidew [ 0038 Siaw ‘

Correct Problems
If items in your greeting line are missing or out of order, use Match Fields to

identify the correct address elements from your mailing list.
Match Fields... |

ENG. M. ABO EL-ELA
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Jsdal) A8l g (5 ginall LS o
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CiSlal yal) dia ) AU DBy a8 & Bl pa o gl Aadle Gpaia

5}?&&3&430\3&93@*“\“39‘5#0\359% °

O siad) S 348 a1

Al i) Lgiadl & 5 Al O giad) jaalis aaa o gie ABS ) 380 ) gal) a0 (B2

i
(88l ga (350 A1 3

il sl o

KUV e T N |

- Aol o) Tl g o) (Gaeadip Al Cpandaly (oA s AN sl Gaadi a2
s o 5 g1 Gl 3aa 3
e (s 8D 4
Title
First_MName i
2 a3 dl) Jg8al) o
Last_Name
Company_Name atial) ) Ul Gl (e Jia ALY g Ciilgl) aB 5 ol J oY) a¥IS dga b Jgha (ha cila glaa 10 CliSay

Address_Line_1
Address_Line_2
City

State

ZIP_Code
Country_or_Region
Home_Phone
Wark_Phane

Email_Address
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4. Preview Results Group
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5. Finish Group
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1. Proofing Group

v [ El
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Grammar Count
Proofing

Spelling and Grammar: Arabic (Saud;;trablal X
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5. Changes Group
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3.Zoom Group
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1. Insert Shapes Group
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