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Cancel
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.33,5 SLis (b pe 4adS' B sules s Mark
ol o b b pasli ol sulsine yasly 0350 LIS ar &S Ml )55 6
home 90 5l CuncidlS jobiin oyl (5l (duled oadline Jul 03905 iy 425 4™ AalS
ol 5 31356l Sede (ol i sl ST G sules JUes 1, Show/Hide aiy ;S
53,5 alB e 4o b ST

Z0° Slp Ul el lp Gaals OlalS” Uages yastine I aa iInsert Index .B
.3sles solizwl Insert Index 435 51 SledS™ ol 51 S
dlodns Canw 53 OF asmis 0ylods b o0t ) SlalS 51 Shunedd 40355 o

Slp 393,5 aLol HT 4 b g Bis iw 3l SledS” LI ,a 45 ,S1:Update Index .C
.l soluwlUpdate Index 5l cundlS’ Cuncd (Gl 59
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Mailings (sgio
33,5

File Home Insert Design Layout References [MUENMMIEN Review View Help  Nitro Pro Q Tell me r!:_‘-;_ Share

|E|Start Mail Merge ~

E71 Envelopes fed
[ Select Recipients ~
|:| Labels
Create Start Mail Merge Write & Insert Fields Preview Results Finish -

Create agjA.|
o2l 8l 9 93,50 osliiuwl Al CSL 93903 (b T 43S ol :Envelopes LA
.3sles ol 1, Envelopes 438 Mailings (g 51,18

F ki
Envelopes and Labels M
Envelopes Labels

Delivery address: [EER4
-
A
DAdd electronic postage
Beturn address: [] - |:| Cmit
- Preview Feed I
I

When prompted by the printer, insert an envelope in your printer's manual feeder.

-

Print ] [ Add to Document ] [ Options... ] ’E-postage Properties... ] ]

Cancel
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Delivery 4 (xilow odes isw 93 Juld 4ol S G Y jugas )8
Return g 53,50 Jlw )l Lyl 4 4ol 45" silaw wyal Olea 5 &)LeAddress
il 0435 YUyl 5T o2 Address

Sloglee 5 03900 SlS' o5 51 S o (SYL CundlS Slasiion (ol 755 Sl
Sl ) 535 SIL S BlS o1 e 031l 5 Kb kS 61 5 bS50 )
coles ol 1 Font 438 g 09903

03alie YV g5 53 45" Address book 433 51 eolisuwsl b 45" sbsluw ,5°3 S8
Z0° 35 o2l 55 OUtlook asbi s 51 1) uablits sl oy ST 31 Awilgins s lodess
oles

Envelopes Labels

Delivery address: [3 -
-
W
|:| Add electronic postage
Return address: EE = [ omit
A Preview Feed
B )
W
Werify that an envelope is loaded befare printing.
Print Add to Document Options... E-postage Properties...
Cancel

77 jseai

Microsoft Word 2019 ¥y "o, w9 d,=d



CSL Casdse uilgiw oo Printing Options oo Feed 435 YL SIS L

Juilgsas 3.5 Envelopes option ool salw| 5 auled jasine 59l ($95 1)

Envelope Options

2. [ |

Envelope Options

Printing Options
Envelope size:
Size 10 @1/B%91/2in) [~]
Delivery address
From left: |Auto =
From top: | Auto $
Return address
From left: |Auto =
From top: |Auto 3
Preview
[ QK ] [ Cancel

Envelope Options
Printer: EPSOM P50 Series

Feed method

@ Faceup () Face down
[¥] Clockwise rotation

Feed from:
CD/DVD

correct feed method.

‘Waord recommends feeding envelopes as shown above,
If this method does not work for your printer, select the

| [ cance

Add 43535 51 03liiunl b Soilgins S £ 55 5 0310l i 5 b yuyoT 23 51 day

s Print 5l eoliwl b g 0l 7,0 3w o) 00 (>1,b &S, to document
23 Sl Oleahis 51esSh ol pla aoles Sl 1) ouds (b CSTL asilgine
A 5 83905 ol Glinabl ,Kolsr 5 CSL )3 (5,5 1,8 5 Feed Cuoid
ol ol 1, S

o3lisuwl B sz 93905 Cawyd Cug> Mailings (g9 5l 43S o0l tLabel .B

033,54

yo Label 435 YL 63905 SKS™ 5l das CencBlS sz 13 03505 S )3 510

e g | olgzds e Envelopes sisbea 5357 50 Caoud
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Start Mail Merge agj4.T7
Mail 435 sacis LSl O sy 43 9 YooV A 359 4alips 51 45" (53,9,5 GBI 51 (S

b3 ]y ol dal Diges b del o x5 ¢ b 4Dl s 9 Ol &S s Lowe Merge
T i Caw 53 Loy 45" e 3l 03l 1 g ass 95 LSS |y 4ol S 4S (55b diSn

.Jd”la-; c)J )5337' CJ)’AD 4-3 O"ﬁd) ‘SLQ Cownd 4.3

[ Start Mail Merge ~ Start mail Merge .A
Letters (diSoe oaalie YA ju9ua5 ;5 45" Jiw
E-mail Messages shyls Start Mail Merge 43S
Envelopes...

bl 25 sla o
Labels...

4 S Jlw )l G 43955 ool Letter @

. 233,500 o3l 4el i
Mormal Word Document -

Step-by-Step Mail Merge Wizard... Cux 4235 ool :E-Mail Messages  ®
78 g5 033,50 03lasuwl Juosl 43 S JUuw

oz sly 43S ol :Envelopes o
033,500 o3liiuwl sl CSL O3 903

ZIA [z 0D m

el ged ol gusl 35l w148 03903 Slomal Cugr 41235 (ol :Directory o
A 3e yinles gole Sl 4 1) diuw o1 43235 (ol :Normal Word Document e
9 03905 83Lw HLews |, ,15 4" 435 ol :Step-by-Step Mail Merge Wizard e

Ao planil Hly Al o JSb a3 1) (s SlenbiS 5 W sl 15 ples

4 9 et )8 G 3590 Jlie B )5 1) sl 51 s ol g 9B90 e S5 Sl
Caw 3 1 0365 S, 5l (53195 51 |y b dals Diges 5l (g0laas pralgzine JLie 448
Aoy 4y 45" w50 )l 05liil b Sy g diogi |y Al g HLSG 45 (55b (ooled

gl Sy L del g plad poled (o0 iy p25
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1o0l)S g

aLusl p—wlyo 33 39 i Chged ppine Gglalpas g ledb |l glghd plrisl L

3380 I8 ( ) Jag o> o3 gadnls Slgo g 0529 0Bbulos
Lolopd S8k

51 03listusl b Sdlgsis 45" (5la Caomd 5 03905 > b [y 5 3550 SIS 143 LIS 69,0 (510
4935 Start Mail Merge o5,5 Mailings (g 5l azs .3, J 1) 33,5 0 S
.l ol |y Step-by-Step Mail Merge Wizard

Mail Merge v &
Select document type - \ )A
‘What type of document are you working on?
#) Letters . . —
E-mail messages o).';.ﬁg Mall Merge leard “i}s ‘SSLQ C&:--ls }l J&-:
Envelopes N
Labels

Directory Aauo &33 S 5 '0.33 L .éb)i:\.a )Lg Y4 P985 Jilea

Letters

Send letters to a group of people. You can H‘:A-M‘)a ‘5')-3 %l ).) lﬂ 6 A:’LO:M“M UM& |) C)B (M)

personalize the letter that each person receives.
Click Next to continue.

preleine 03lisul Letter ;S 51 ged O)lS Oage3

Next Starting 435 YL a=i o ¢ 95 olsil 5l an
g @zl (s al> e 49 B suled SIS Document

Steplofb
=> Mext: Starting document
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Mail Merge v

Select starting document

How do you want to set up your letters?
® Use the current document

Start from a template
Start from existing document

Use the current document

Start from the document shown here and
use the Mail Merge wizard to add recipient
infarmation,

Step 2 of B
=> Mext: Select recipients

& Previous: Select document type

80/.3}447

fAdlos

531y 4955 ool :Use the current document
)JM)ESO)sAMASWyULﬁlﬂ)M
POV IVRWIESY [ PRIV

sl JB 5l 43S ol :Start from a template
Ilgine das 9 83905 ol ) S S el p oLl
cobed Jloel O YL 1, Soloudiss

5l eslswl L :Start from existing document
PoalS 53 39790 Sl 51 Snilgine 43935 ool
coled oalasuwl

Next: Select 4iy;5 YL i Olsxiil 31 s
&=l s dl>je 4 B ayled SGUS Recipients

-9
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O g2l 9 ealed R ]y 09 S o UL (sl D9 A4S ol |l e potlgSins

Mail Merge

Select recipients

#) Use an existing list

Select from Outlook contacts

Type a new list

Use an existing list

Use names and addresses from a file or a

database.

D Browse...

Step 3of 6
= MNext: Write your letter

€ Previous: Starting document

87):9.‘4.7

SlS' L A4S 55,500 sloul

0,7 59
233,55 5

tble 25 40235 Aw sl

Isilgine 4958 ol wlr sl b tUsed an existing list
J.JJL: @0)3%6&),@ )J')O@bw“ﬁ&-ﬂ
.-\gLoJ. E)b |)

dis3S ol ol b Select from outlook contacts

OUOUtIOOk MU).) O*blﬁtﬁ < ;I }' l) < ;l .)..93";,’.4

J-.!Lo.; C)J

4 duilgine 4is3S ol 3l esliswl b :Type a new list
4035 et 31 Mad Lo A4S . dcuugis |y G (S S5
redloize 030l

ol »5 5 Create 435 Type a new list Ol 5 ax

r N
MNew Address List ll‘ﬁ

Iype recipient information in the table. To add more entries, click New Entry.
[ Tite ~ [FistName  w[lastNeme | Company Name w [ Address Line 1w [

=}

4 1 +

[ New Entry ] [ Find... ]

[ Delete Entry ] [ Customize Columns... ]
L
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O gl izl 53 &S 04l Cuw 55 U8 5l sla g 0 5L 0ymiy 53 28 e Il 50
sled a5 ) 395 SB5 3,50 Sla Ui ptlye 9 395 Lo 30

455 9 Customize Columns iz 3l ssliswl b1, (LS sl Ogiw 13l ,I5 ol s,
cpeloine Bi 1) 23 i 5o Ugaw Delete

Oieogi 5l A g - pledie Slaml 1) 395 HBS 3550 slb O Add 43S 5l osliiwl b aa g
dked 0,053 SganalS’ 53 A 15T o

1l 0 ad Diges Holrdl G saiad LIS AY u9ua5

rMail Merge Recipients M1

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 checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source TN e I . —
mdb Ce X 1 ek slan 5 e
bii.mdb |7 Lmme e lﬂbjlhﬁ, 5|_,a:-
1
H
Data Source Refine recipient list
mdb. b | B sort.
T Eiter...

[¥ Find duplicates...
i [7:) Find recipient...
D Validate addresses...

83 s

Next: Write your 438 s3b san dl> o 43 00 22y gz Jb> S (5l 55 51 Sy
coled SIS letter
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1) 392 03905 Slowal U 45"y e 5l o3liisl 2555 B 0wy OF g al> o ol 53
Insert 0,0 B asles oLl |, More item giay ;5T 4038 )8 ol (sl - meled pasiiine

33,5 3L AF ,u5.a5 si5lea Merge field
Insert Merge Field RS

Insert:
(7 Address Fields @ Database Fields
Fields:

T . |
.-

ol

ik

-

MatchFields...][ Insert l[ Cancel

84,_3}‘47

b1y ol 5 03505 S Camaol 315 457 Al 9.3 (5l Caamud 43 |y k5 3,50 (sla aLd JL>
2l s Insert i35 51 oslisul

aol D90
= _pala gl oS g pw
al_usl Pt 0 3 Sgeiiad Chgod @pizn o g Ll I olglyd plkal L
{ T S «@_,I;i»} 8 o 03 gmiwls Sla jg o5eg oBinlos
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s 4d (555 51,8 OMSe (puasts Cagr s Ad 3903 3Ll plSin 3 45" Sblonas LS5 5

0yl 9d iz YKs Ol 5l Ay g 83903 Aheus |, Insert Merge Field oo Juilgie

~led 5L 1 0pomiy

YL b sl Sges oaal e 5 sy Al pe 4y 35y Cgzr Jlo b ald 03905 g3 5 A

Mail Merge e

Preview your letters

One of the merged letters is previewed here,

To preview another letter, click one of the
following:

<« | Recipient:2 | __

[7:) Find a recipient...
Make changes
You can also change your recipient list:
[ Edit recipient list...
Exclude this recipient

When you have finished previewing your
letters, click Mext. Then you can print the
merged letters or edit individual letters to
add personal comments.

Step 5of b
= Mext: Complete the merge

€ Previous: Write your letter

85/.3).47

.3sles SIS Next: Preview your letters 455
:0 4.19).4

5 diilise b &S iwled Al pe  alpe 45 oyl
AD ppuas 534S ke 5 U8 31 o3kises | b dilgies
S 9 (b Gl 00 STabl 4y S ssalins
Edit Recipient 435 ;1 oolizw! b g .30l ssaline
Oloahiis b 045 STl G 4y 3lgtine o list
Jbal ..og @i pild (iled pas b 5 loled 1aiile
sles Jlael 1 Lol

Cug Jlo b sassS STodl Cnad o3l jl o
CannedlS a0 (3l 4 533 (52 9 0wy 3T Al e
LIS Next: Complete the merge 4455 YL
ol

. -\4.1.7);0
bl 43235 35 1> Al ol

cgleine Ol |y 00l Sy )18 438 ool tPrint
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aS da i ialed Al1as i ;315 b O, ples aiy3S ol :Edit individual letters
oled B 1) SG 50 Alyie

Write & Insert Field agj4.Y
Step-by-Step mail merge s,k al>y ,3 1, Mailings ssie 5l 09,5 ol Oleukis

.M.)l.) )')5 CA’L’ .))}d 3‘.’5 wizard

Write & Insert Field agj4.¥
Step-by- pouiy alo e 53 Wb 55 5 0392 03Lw Lz Mailings (sgie 51 09,5 ool loniss

(2313 )18 Sy 3590 s Step mail merge wizard

Finish ag)4.0
Step-by-Step mail p—ic & al> 1o ;5 33 351, Mailings sie 51 09,5 al Slandiss

2315 )8 oy 3,50 U3 merge wizard
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layout  References  Maiings [QEOUCRMN View Hep O

ABC [T ABC A ™ wh S= wp | [N [ Qe | [ M
EE - Y & T S p 7 [x] SlPmms I
v 123] @ aa A v = whisbp: | O 2 e, =H L
Speling & Thesaurus Word  Read  Check  Transate Language  New Tk Accept Reject Compare Restrict
Grammar Count  Aloud Accessibility - - Comment 2| Reviews To. - - Editing
Proafing Speech  Accessibility Language: Comments Tading n Changes Compare Protedt nk “

Proofing agjA4.1
4AS (0393 359 4ol (53,915 (sla 435 Ales 5l 43S oyl :Spelling & Grammar .A
oalitul Liws (5 015) 5p9omwd 5 Sl CAKin 3905 )3 5 (ot
233,50
Proofing T % 354l 5leg,8 oyl 45T Abline S5 B
Ol ity byt VoIS a5 3
et Sl pleled 4 Olgine alaz 5l 45 0l
bl O 55 bl (5l 4l a5 G1,ST,L
S CundlS M (o Eord sl
SIS Spelling & Grammar 435
yore

[Mo reference information] v 9 ‘suﬂl Omm 6 OLo.lS MU)-’ U 0.),-6-;

yurt
[Mo reference information]

Ignore Once R V. %) &lﬁs l) ))'J (6)&')?)6)’1&#)

Ignore All

Add to Dictionary 435 YL SIS 5l s AY jogas )8

English (United States) oo 43 (5,35 Spelling & Grammar

.éb)f,y» )Lg Axio Ca.wb
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2 5 G0 T (goles 51 sl 2l
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Blo) 5l 4alS' aS a il (o ol 4 025,55 jalb b gua 4elS 105 ;045 Ojg0 50
leas JSao Oy oS g (2ol

video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits yur document.

To make your document look professionally produced , Word provides header, footer, cover page, and

text box designs that cplement each other. For example, you can add a matching cover page, header,
and sidebar. Click Insrt and then choose the elements you waht from the different galleries.

o3liwl Hh5 3590 dolS B5l0e SldS 3905 dy g 4135 ol iThesaurus .B
5 il sl 5lo 0 4 5 Nab 4303 1l 45 Lblra 53 b6 5 33,50
Sblge (bl

Sl ples 438 ul :Word Count .C

Word Count ? X Mo (Olmio slaws Jd 51 o
Statistics: i ioled L. OldS

Pages 113

Words 16,853

Characters [no spaces) 69,135

Characters [with spaces) 385,479

Paragraphs 935

Lines 2,129

Include textboxes, footnotes and endnotes

87 ppai
Speech agjA.T
OLal 03 4dLdl 3,9 Y+ 14 Az 534S (53,5 sla 435 51 S5 :Read Aloud .A
Ailow O O Xilg
(Text to Speech Engine) laus 45 oy5e 59590 31 03lisuwl b |, diww O g0 dis3S oyl

2 pSae Giilss &t SganalS
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Accessibility agj4.¥
() ez Olizrad 9 X &y (o i I Ao 03905 (o 5 9 S g i3S (2
..3,.&,5.0 o3 lasuwl S GLbLbﬁ 9 ) L

Comnd) 43 9 03905 (w5 0 |y b Uas 4l s Check Accessibility 435 oYL S 51 s
A loled

Language agj4 .¥
o ol BLST,L b g diww 03905 Aoz 5 Cagr 4ol 3l 43S (ol iTranslate A
bl o) b dsgesme ) sl 5 .93, o3lisuwl
o3lizisl 5l 9 olows Lyorl o5 ST S ds g 455 ool 45" loms S5 6
o2l sl Jles 1) Intelligent Service jusgw b Cunsi o Ol ol
03905 13 Cawd Jow Slhgime 4 el B s ae |, QUG ol 4ol (sl a9
9led dazr, T yge0 4 15T

Use Intelligent Services?

‘. Turn on intelligent services to let Office get translations
for your document, powered by the Microsoft Translator

a M senvice.

Turn on MNat now

Intelligent services work across all Office apps to help you be more productive.

These features also help you improve your writing in Word, deliver dynamic
presentations in PowerPoint and prioritize the emails that matter most to you in
Outlook. Office will use your searches and document content to support and improve
the Intelligent Services far you.

About intelligent services | Privacy statement
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Video provides a powerful way to help you > MK)A 2 29 ‘M?)s 4"‘:‘, S92

prove your point. When you click Online
Video, you can paste in the embed code for

the video you want te add. You can also J’*’Lw ’bl, P o
type a keyword to search online for the
video that best fits your document. G oo .,

S ) pegle LS 5k ol sl
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Selection Document

Create a translated copy of this document with
the Microsoft Translator service.
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