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Introduction

Office 2011 ® has been designed specifically for the Mac® computer. Each Mac at Kennesaw State
University includes the following Office 2011 products: Word ®, Excel ®, and PowerPoint ®. These
packages will help you to develop useful documents, manage data, and create powerful
presentations. This booklet, recommended for intermediate-level Macintosh® users, has been
developed to help you use the Mail Merge feature with Word 2011.

Learning Objectives

The learning objectives in this document include:

. Having the ability to open the Mail Merge Manager.
. Knowing how to use Mail Merge Manager to create the following:
- Letters
- Labels
- Envelopes
- Email Messages



Opening the Mail Merge Manager

The following explains how to open the Mail Merge Manager that will be used to create a mail
merge.

1. From the menu options at the upper-left area of the screen, click Tools.
2. In the menu that appears, click Mail Merge Manager.
3. The Mail Merge Manager will appear on your screen (see Figure 1).
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Figure 1 — Mail Merge Manager
Using Mail Merge to Create a Letter
The following explains how to use Mail Merge to create a letter.

1. If you don’t see the Create New button (see Figure 2), allow your mouse pointer to hover
over “1. Select Document Type” in the Mail Merge Manager and click once.
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Figure 2 — Mail Merge Manager



Click here to download full PDF material



https://www.computer-pdf.com/office/word/347-tutorial-word-2011-mail-merge.html

