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Six Easy Steps to Mail Merge with Microsoft Word

From the Word document locate

Wiite & Insert Fielcs Freview Results Finish
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the Mailings tab.

Dear (INSERT MAIL MERGE FIELD FOR FIRST NAME),

Thank vou for artanding last night's gala event. It was wondesful 1o have vou represent your
organization and to leam how (INSERT MAIL MERGE FIELD FOR ORGANIZATION) 15
comumitted to social justice for marginalized communitics for the upcoming year. Locking
forward, we will be hosting an addstional series of charity events we hope that you or someone
frem (INSERT MAIL MERGE FIELD FOR ORGANIZATION) can artend. This year we will
he looking at Habitat for Humanity as our service organization, and we are looking for support to
recruit volunteers and donations to contribute to building housing for low-income communities.

1f you have questions or would like more information on Habitat for Humanity, please feel fiee
1o reach back out to us.
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[Dear (INSERT MAIL MERGE FIELD FOR FIRST NAME),

Thank you for attending last night’s gala event. It was wonderful to have you

organization and to learn how (INSERT MAIL MERGE FIELD FOR ORGA

committed to social justice for marginalized communities for the upcoming v

forward, we will be hosting an additional senes of charity events we hope the
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Select Table ?

Name Descripion | Modified " Locate the Excel file that houses

[:: "MASTER LIST OF ALL PARTICIPANTSS® 2/19/2021 05:44:01 AM 2/1

e 10 AcTuALLY neponosasor v 21 the database, then choose a
worksheet.
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Dear (INSERT MAIL MERGE FIELD FOR FIRST NAME),

Thank vou for attending last might’s gala event. It was wonderful to have vou represent vour
organization and to learn how (INSERT MAIL MERGE FIELD FOR ORGANIZATION) 1s
committed to social justice for marginalized ¢ ities for the year. Looking

W we will be hosting an additipnal series of charity W&'au of someons
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for anending last night’s gala event. It was wonderful to have you represent vour
1and to learn how (INSERT MAIL MERGE FIELD FOR ORGANIZATION) is
'0 social justice for margmalized communities for the upcoming vear. Looking
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Message options

To: Email_Address » Complete the Merge to E-mail
Subject line: | dialog box and click OK.
Mail format:  yrpg o

Send records
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