3) Find the data source that you wish to use for the form letter, in this case Addresses.
Expand this folder and the Tables folder, and select Sheetl1. The address data file is

displayed.
-
File Edit View [Insert Format Styles Table Form  Tools  Window Help
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Caro A 14 | East Har London E6 1AB UK
& Bibliography Can David 29/ Strathfie NSW 2135 Australia
Cartr Don 7h: Cincinng OH 45233 USA
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Figure 318: Selecting the data source
4) Now create or modify the form letter by typing in the text, punctuation, line breaks, and so
on that will be present in all of the letters.

To add the mail-merge fields where needed (such as hames and addresses), click in the
field heading and drag it to the appropriate point in the letter. Be sure to add spaces or
other punctuation as needed. Press Enter at the end of each line in the address block.

= (=] Addresses SURNAME | FNAME | ADDRESS | AD2 | CITY | STATE | PCODE | COUNTRY [
Cueries |
= [F Tables T ) .
— Click on data source headings here
= Bibliography ]
Record 1 of 128~ [IERCRICRIE
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<FNAME> <SURNAME> And drag to here to insert
<ADDRESS5> fields in form letter
<AD2>
<CITY> <STATE= <PCODE=>
<COUNTEY >

Dear <FNAME= <SURNAME=,

Figure 319: Dragging fields to the body of the form letter

5) Our example database (Figure 318) contains a field for a second address line (AD2) that
is blank for some addresses. If you wish to remove any blank lines that may appear in the
address block when the letters are printed, you can use the procedure described in
“Suppressing blank lines (optional)” on page 303. Otherwise, continue to the next step.
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