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Mailing paper
or pixels

One of the most common uses of Microsoft Word 2013 is the creation
of documents that are to be sent to other people. The documents
might be printed on paper and mailed in an envelope, or they might be
attached to an email message. They can be generated one at a time or
built in large numbers from information in a worksheet or a database.

The mail merge feature in Word 2013 has many more uses than just mail-
ing letters. Any task that involves a standard format that you want to pop-
ulate with many pieces of information is a candidate for a merge. Think of
name labels for a meeting, certificates for completing a course, a catalog
of items for sale, or a voter registration list—any of these could be created
with an appropriate mail merge.

In this section:

Printing a single envelope
Printing multiple copies of an envelope

Changing envelope address formatting

Creating mailing labels and business
cards

Sending a document by email
Starting a mail merge
Choosing the recipients
Adding merge fields

Adding information with rules

Finishing the merge




12: MAILING PAPER OR PIXELS

Printing a single envelope

If you're addressing a letter, a greeting card, or other one-time common envelope sizes, and you can define a custom size if
item, you might want to print the envelope but not save it for necessary.
future use. Word 2013 includes predefined layouts for many

Address an envelope and print LS Proseware Lettrdocs -]
HOME PAGE LAYOUT REFEREMCES MAILINGS Rl
1 If you're addressing a letter that contains the recipient’s address, =
. =
open the letter document. Otherwise, open any document (such as 2 —+ [

Envelopes Labels Edit Highlight Address Greeting Insert Merge
«cipient List | Merge Fields Block Line Field

< Write & Insert Fields

g 1 2

the default blank document).

I%re ate

If you create an envelope while the cursor is in a letter document, . 3
and if the document starts with up to four single-line paragraphs
that are left-aligned, those paragraphs will automatically appear

as the delivery address in the Envelope dialog box. If you want to
determine which paragraphs will appear in the Envelope dialog box,
select those paragraphs in the letter document before you launch
the dialog box.

roseware, Inc.

Bernard Duerr
Northwind Traders
3456 Williams Rd.
|_M'|nneapol’|s, MN 33106

2 On the Mailings tab, in the Create group, click Envelopes. 1

Dear Mr. Duerr,

\ A LY TS TV \’qﬁ%—\c

We wish to thank you for working with Prose

316 Printing a single envelope: Address an envelope and print



12: MAILING PAPER OR PIXELS

3 In the Envelopes And Labels dialog box, if the Delivery Address box
is empty, or if the text is incomplete or incorrect, add or edit the
text as needed.

Envelopes | Labels

Drelivery address:

4 [f the Return Address box is empty, or if the text is incomplete or
incorrect, add or edit the text as needed. If you don’t want a return
address to print on the envelope, select the Omit check box.

3 Bernard Duerr
MNorthwind Traders

3456 Williams Rd.

Minneapolis, MN 33106

5 If the envelope size shown in the Preview thumbnail is incorrect,
or if the orientation shown in the Feed thumbnail is incorrect, see [J Add elegtronic postage

"Change envelope size and print options” on page 318. ie::::::e:c S Oﬂf
6 Click the Print button. 4 Ry

Memphis, TN 88501

v

Verify that an envelope is loaded befaore printing.

6 Print Add to Document Dptions... E-postage Properties...

Cancel

@ TRY THIS If you have an address book in Microsoft Outlook
and it contains information for the envelope’s recipient, you can
click the Address Book icon above the Delivery Address box and select
the recipient’s name. The mailing address will be transferred from the
address book entry to the Delivery Address box. You can also use the
Address Book icon above the Return Address box to enter a return
address from your address book.

@ TIP To use the electronic postage option, you must first install
an electronic postage program and subscribe to a service.

Printing a single envelope: Address an envelope and print 317



12: MAILING PAPER OR PIXELS

Change envelope size and print options
] |

els | Sta.

1 On the Mailings tab, in the Create group, click Envelopes. 1

o

Envelopes La

2 [f you want to change the size of the envelope or the feed orienta- N
tion, click the Options button. reste

3 On the Envelope Options tab in the Envelope Options dialog box,
click the Envelope Size box and click the desired size in the drop-
down list.

Envelopes Labels

Delivery address: EE~

Bernard Duerr ~
Nerthwind Traders

3456 Williams Rd.

Minneapolis, MN 33106

If none of the listed sizes match the envelope that you want to
print, click Custom Size at the bottom of the list and enter the cor-
rect measurements.

4 If you want to change the font formatting of the delivery address, [] dd electronic pastage

in the Delivery Address section in the Envelope Options dialog box, Beturn address: B- Uomt
click the Font button, select the formatting in the Envelope Address oroseware, I 2 e

dialog box, and then click OK. If you want to change the distance of
the delivery address from the left and top edges of the envelope, in
the From Left and From Top boxes enter the desired measurements.

o m

W

If you want to change the same settings for the return address,
use the Font button and the From Left and From Top boxes in the
Return Address section of the Envelope Options dialog box.

Print Add to Document E-postage Properties...

gl Cancel

Printing Options 2

Envelope size:

3 Size 10 [41/8x91/2in) W
Drelivery address

Font... From left: | Auto

4 Return address

Font... From left: | Auto

RIS

Fromtop: |Auto

RIS

Fromtop: |Auto

Preview

318 Printing a single envelope: Change envelope size and print options



12: MAILING PAPER OR PIXELS

5 If you want to change the feed orientation, on the Printing Options
tab, click the icon that matches the direction of your printer’s
envelope feed and the position of the envelope in the feed tray.

If necessary, select whether the envelopes are placed in the feed
tray with the printing side up or down, and which tray contains
envelopes.

6 Click OK.

Envelope Options | Printing Options
Printer: Canon MX860 series Printer WS

Feed method

()] S]] s (B 8 1

®) Faceup () Face down

Clockwise rotation

Feed from:
== Automatically Select

You have changed Word's default envelope handling
method for this printer,
These changes could be incorrect, Choose Reset to

return to Word defaults.
E o]

@ SEE ALSO For more information about changing the format-

ting of the delivery address, see “Add direct formatting to one
address” on page 323 and “Modify the Envelope Address style” on page
324.

Printing a single envelope: Change envelope size and print options 319



12: MAILING PAPER OR PIXELS

Printing multiple copies of an envelope

You might need to print several copies of the same envelope at
one time, for instance as self-addressed envelopes to include
with items to be returned to you. The Print button in the Enve-
lopes And Labels dialog box can print only one copy at a time,
so you need a different approach.

Add an envelope to a document

1 If you're addressing a letter that contains the recipient’s address,
open the letter document. Otherwise, open any document (such as
the default blank document).

2 On the Mailings tab, in the Create group, click Envelopes.

In Word 2013, you can add the envelope to the current docu-
ment and save it as part of the document’s file. The envelope
appears as page 0 in a new Section 1 at the beginning of the
document, formatted with the page size and margins appro-
priate for the envelope. Then, you can use the Print command
in the Backstage view, which offers a setting for the number of
copies to print.

@ E"} ‘- Proseware Letter.docx - W|
HOME , PAGE LAYOUT REFEREMNCES MAILINGS Rl
=
pEnE |
Envelopes Labels St3 Edit Highlight Address Greeting Insert Merge
«cipient List | Merge Fields Block Line Field
I%reate L3 © Write & Insert Fields
L 2 ’ g 1 2
roseware, Inc.
Bernard Duerr
1 Northwind Traders
hd 3456 Williams Rd.
[ d Minneapolis, MN 33106
*
r Dear Mr. Duerr,
al - We wish to thank you for working with Prose

320 Printing multiple copies of an envelope: Add an envelope to a document



12: MAILING PAPER OR PIXELS

3 If the Delivery Address text box is empty, or if the text is incomplete
or incorrect, edit the text as needed.

Envelopes | Labels

Delivery address: EE~

4 If the Return Address text box is empty, or if the text is incomplete
or incorrect, edit the text as needed. If you don't want a return
address to print on the envelope, select the Omit check box. 3

Bernard Duerr A
_Northwind Traders
3456 Williams Rd.

5 If the envelope size shown in the Preview thumbnail is incorrect, Minneapolis, MN 33106

or if the orientation shown in the Feed thumbnail is incorrect, see
“Change envelope size and print options” on page 318.

|:| Add electronic postage

Return address: [j - |:| Omit
6 Click the Add To Document button. Proseware, Inc. A | Preview Feed
4 567 Oak Lane

Memphis, TN 88501 I_ 5

v

Verify that an envelope is loaded befaore printing.

Print | | Add to Document'\J | Dptions... ‘ | E-postage Properties... |
|

Cancel

Printing multiple copies of an envelope: Add an envelope to a document 321



12: MAILING PAPER OR PIXELS

Print the envelope E B2 ©- = Proseware Letter.docx - Word
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW
1 Click in the envelope page in the document, and then click File to = IE o Rules
. . = =1 2% !
dlsplay the BaCkStage view. Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge :"htlL
. . — Merge - Recipients - Recipient List | Merge Fields  Block  Line Field ez
2 ClICk the Prlnt tab 1 Create Start Mail Merge Write & Insert Fields
. . . . . . L S I SR TP BN PR B TP IR PR S
3 In the Settings section, click the first box and click Print Current 5
Page. P inc.
- SE7 Oak Lane

Memphis, TN 83501

4 |[f the selected printer is not the one on which you want to print the
envelope, click the Printer box and select the correct printer. A

5 Click the Copies box and enter the desired number of copies of the :
envelope.

Bernard Dusrr

6 Click the Print button. : Northwind Traders

- 3455 Williams Rd
Minnezpolis, MN 33106

5
|

Copies:

= N

Printer

, 7 Canon MX860 series Printer...
-

= Toner Low

Printer Properties

Settings

@ TIP If you save the document that includes the envelope, you D Print Current Page -
can print the envelope again at any time. Justihis page

Pages:

322 Printing multiple copies of an envelope: Print the envelope



Changing envelope address formatting

If you want to change the formatting of the address on an enve-
lope that you'll print only once, you can apply direct character
formatting to it. If you want to change the formatting for all

Add direct formatting to one address

1 Open the document for which you want to create an envelope.
2 On the Mailings tab, in the Create group, click Envelopes.

3 If the Delivery Address text box in the Envelopes And Labels dialog
box is empty, or if the text is incomplete or incorrect, add or edit
the text as needed.

4 Select the part of the address for which you want to change the
formatting.

5 Right-click the selected text and then, on the shortcut menu that
appears, click Font.

6 In the Font dialog box, change the font name, font size, bold, italic,
color, or other formats as desired, and then click OK.

7 Click the Print button.

12: MAILING PAPER OR PIXELS

future envelopes, you'll save time and effort by modifying the
address styles in the Normal.dotm template.

E
=

2 —

Proseware Letter.docx - W|

E PAGE LAYOUT REFEREMCES MAILINGS Rl

ml 3
. 4

o

Envelopes Labels  Sta. Edit Highlight Address Greeting Insert Merge
~ecipient List | Merge Fields Block  Line Field

I%reate L < Write & Insert Fields

g 1 2

Boseware, Inc.

¢
r
4
Bernard Duerr
Northwind Traders| Envelgpes
<
&
*
~
A

|-3455 Williams Rd.

B B Envelopes | Labels
Minneapolis, MN 3| " =

Delivery address:

Dear Mr. Duerr,

Bernard Duerr
We wish to thank Northwind Tra
3456 Williams B Copy

a6 Cut

6 3 e Minneapolis, § T Paste
A Font.
1 .
|:| Add electronic postage
5 Return address: [EER ST
Prosewars, Inc. A

panced 567 Oak Lane

Memphiz, TH 88501

w

Before printing, insert envelopes into the f

7 —— Print Add to Document

Lndarling ctule: linderline ralor

Changing envelope address formatting: Add direct formatting to one address 323



12: MAILING PAPER OR PIXELS

Modify the Envelope Address style

1 On the Home tab, in the Styles group, click the dialog box launcher
(shortcut, Ctrl+Alt+Shift+S).

2 In the Styles pane, if the Envelope Address style and the Envelope
Return styles are listed, continue with step 4. If the two styles are
not listed, click the Options link at the bottom of the pane and
continue with step 3.

3 In the Style Pane Options dialog box, click the Select Styles To Show
list box, select All Styles, and then click OK.

4 In the Styles pane, right-click the name of the Envelope Address
style and then, on the shortcut menu that appears, click Modify.

# Find ~
aBbCcl 25, Replace
eading 2 |z k Select -

T — 1
‘ s

Styles X
Clear All

Mo Spacing T
Heading 1 1
Heading 2 a
Emphasis a
Strong

Quote 1a

List Paragraph T
Clasing 1
Footer b}
Header 1a
Hyperlink
Show Preview
Disable Linked 5tyles

=T % A.} Options...™

324 Changing envelope address formatting: Modify the Envelope Address style

—2

Select styles to show:

Recommended

Recommended
Inuse
In current document

[T Paragrapr Vel Tarmmatrg
I:‘ Font formatting
I:‘ Bullet and numbering formatting

Select how built-in style names are shown
Show next heading when previous level is used
[ Hide built-in name when alternate name exists

(®) Only in this document () New documents based o
.
Styles T
567 Oak Lane Endnote Reference a
Aemphis, TN 88501
Endnote Text 1a

(726)555-0145

Envelope Address =

Update Enjelope Address to Match Selection

A.g Modify...
Select All: (Mo Data)




5 In the Modify Style dialog box, click the New Documents Based
On This Template option. Then, select the font and paragraph
formatting you want for the delivery address in all new envelopes.
For more information about changing the definition of a style, see
“Modify an existing style by using a dialog box" on page 95.

6 The definition of the Envelope Address style includes a borderless
frame with a fixed size that positions the text on the envelope

12: MAILING PAPER OR PIXELS

Properties

Mame:

Style type:

Formatting

page. If the frame is too small to hold your typical addresses, at the
bottom of the Modify Style dialog box, click the Format button and
then, on the shortcut menu that appears, click Frame. In the Frame
dialog box, change the Width and Height list boxes from Exactly to
Auto.

=

Style based on:

Style for following paragraph:

Envelope Address

Paragraph

T Marmal

T Envelope Address

Cambria I |E| " v| B I U | Automatic »

il
1
o
Il
1]

Sample Text Sample Text Sample Text Sample Text
Sample Text Sample TextSample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample TextSample Text Sample Text
Sample Text Sample Text Sample Text Sample Text

Sample Text

Left: 2°

Font: [Default) Cambria, Indent:

Line spacing: single, Space
After: 0 pt, Position:
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Creating mailing labels and business cards

Printed labels are useful for such things as mailing packages, 2013 uses the same feature to create both labels and business

creating personalized book plates, and labeling the wires cards—the only difference is your selection of the format to use.

plugged into the back of your computer. Stationers sell label

paper in hundreds of sizes, colors, and shapes. If you don't want to create your own design, you can download
label templates from Office.com and other online sources. For

You can print business cards on perforated card paper, which information about downloading templates, see “Get templates

is available from the same sources that sell label sheets. Word from Office.com” on page 159.

Print one label or a full page of labels

1 If you're creating a mailing label for a letter that contains the Envelopes | Labels
recipient’s address, open the letter document. Otherwise, open any Address: E% v [ Use retum address
document (such as the default blank document). 3 [Fharlotte Weiss -
765 Broad St.
2 On the Mailings tab, in the Create group, click Labels. Denver, CO 10123

3 In the Envelopes And Labels dialog box, if the Address box is empty,
or if the text is incomplete or incorrect, add or edit the text as

Print Label
needed. " )
(@) Full page of the same label Microsoft, 1/2 Letter
. . - 1/2 Letter Postcard
4 |f the product name and number shown in the Label section of the O single label FHerrostar
. . . . Row: |1 +| Column: |1 =
dialog box match the label paper in the printer, skip to step 9. Oth-
erwise, at the bottom of the dialog box, click the Options button
and continue at step 5.
m HOME INSERT DESIGN PAGE LAYOUT Before printing, insert labels in your printer's manual feeder,
i Options... E-postage Properties...
’T‘ Print Mew Document o]
5. = @
Envelopes Labels Start Mail  Select Edit Highlig Cancel
I} Merge = Recipients ~ Recipient List = Merge Fi
Create Start Mail Merge I
L 1 g 1 4
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5 Click the option button that describes the type of printer attached
to your computer. (Laser printers and most inkjet printers are page
printers; dot-matrix printers are usually continuous-feed printers.)
If the printer has more than one input tray, select the one that con- 5
tains the label paper.

Printer information
O Continuous-feed printers

@ Page printers Tray: | Default tray (Automatically Select) | v
Label information

Label vendors: | Microsoft w

6 |If the Label Vendors list box doesn't display the manufacturer of the

’ . . Find updates on Office.com
label paper that you're using, click the box and select the correct

Product number: Label information

vendor. 1/2 Letter Type: Address Label
Height: 1
7 If the item selected in the Product Number list box doesn’t match P e oo 11
the label paper’s description, select the correct item. 7
C||Ck OK Dretails... Hew Label... Cancel
|

In the Print section of the Envelopes And Labels dialog box, click
either the Full Page Of The Same Label option or the Single Label 8

opton, s needied e

If you select Single Label, you can specify the row and column in
which to print the address. This is useful if you're printing on a sheet Addrese B

of label paper that is already partially used. Charlotie Weiss

765 Broad St.
10 Click the Print button. Denver, CO 10123

Envelopes | Labels

Print Label
—

[:]Eu\lpage of the same label Microsoft, 30
9 @ Single label Address Label

Row: |1 = Column: |2 z |

[ —

Before printing, insert labels in your printer's manual feeder.

10 ——— Print MNew Document Options...

@ TIP The entries in the Product Number list box are in alpha-
betical order, not numeric order. That is, all the entries that

begin with the digit 1 precede the first entry that begins with the digit
2, regardless of how many digits are in each number.
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Print a page of business cards

1
2

On the Mailings tab, in the Create group, click Labels.

In the Envelopes And Labels dialog box, if text appears in the
Address box, delete it.

If the product name and number shown in the Label section of
the dialog box match the card stock in the printer, skip to step 8.
Otherwise, click the Options button and continue at step 4.

Click the option button that describes the type of printer attached
to your computer. (Laser printers and most inkjet printers are page
printers; dot-matrix printers are usually continuous-feed printers.)
If the printer has more than one input tray, select the one that con-
tains the card stock.

If the Label Vendors list box doesn’t describe the manufacturer of
the card stock that you're using, click the box and select the correct
vendor.

If the item selected in the Product Number list box doesn’'t match
the description of the card stock, select the correct item.

Click OK.

Printer information

O Continuous-feed printers

=
Envelopes Labels

s

Create

Envelopes  Labels

Address:

EE = [ use return address

ES

Print
() Full page of the same label
(®) single label

Row: Column:

MNew Document

Before printing, insert labels in your printer's manual feeder.

Label

Microsoft, 30 Per Page
Address Label

—

| thions...4 | E-postage Properties... |
|

Cancel

Page printers Tray: |Rear Tray

Label information

Label vendors: |A\rery US Letter

Find updates on Office.com
Product number:

5366 Filing Labels ~
5371 Business Cards

5376 Business Cards |y

5386 Large Rotary Cards

5388 Index Cards
5390 Name Badges Insert Refills ha

Label information

Type: Business Cards
Height: ra
Width: 3.5

Page size: 85 = 11

F o
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8 In the Envelopes And Labels dialog box, click the option button for 9
Full Page Of The Same Label, and then click New Document. L
9 The new document contains a table in which each cell’s height ove 3 DESIGN | PAGELAYOUT  REFERENCES  MAILINGS
and width match those of the cards in the selected card stock. The [+ Select - e e F m B3 Insert Below Merge Cells | §T][2"
table’s borders are set not to print. If you don't see the table cells, fFER View Gridlines 0 IZf by Hnsertlcft  EHspitcels L3S
on the Table Tools | Layout contextual tab, in the Table group, click B Properties ¥ + | Above B InsertRight 5 SplitTeble R Auta
VieW Gridlines. Table Rpws & Columns r} Merge Cell
L % 1 2 ER 4
10 In the upper-left cell of the table, insert the text and graphics that {
you want on your business card. ( 3
. . . I
11 Select the entire upper-left cell of the table and copy it to the clip- 4
board (shortcut, Ctrl+C). r
It's helpful to display nonprinting characters by clicking the Show/
Hide 1 button in the Paragraph group on the Home tab. This way,
you can see and select everything in the cell, including the cell
marker (=).
Address: EERS
Print Label + a
Avery US Letter,
Business Cards
Row: |1 > | Column: |2 o — éi i‘
I ) Pmsew:m:,-[ﬂc_ -+ 1
8 N Jamie-Reding -+ 567-0ak-LaneT
Managing-Partner - Memphis, TN-885011
Before printing, insert labels into the following printer tray: Re| - b} 11
P Mew Document Options... E| " =
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12 Click the table handle in the left margin to select the entire table.

12

Then, paste the contents of the clipboard (shortcut, Ctrl+V). I
13 Click the File tab to display the Backstage view. Click the Print tab -
and then click the Print button. b
Pmsewme,-lﬂc. -+ 1 Pmsew:m:,-[ﬂc_ —+ 1
Jamie-Reding -+ 567-0ak-LaneT Jamie-Reding - 567-0ak Laney
ing-Partner - is, TH-885019 ing-Partner -+ is, TN-885011
- [786)555-01460 - (7B6)555-01460
Pmsewa.te,-lﬂc. - 1 Pmsewan:,-[ﬂc, - 1
Jamie-Reding -+ 567-Oak-Lanem Jamie-Reding -+ 567-0ak-Lanet
ing-Partner - jis, - TH-885011 iNg-Partner - is, TN-88501
- (7B6)555-0146n1 - (7B6)555-01461
Nt
IE,'! Copies: |1 :
Print %
RS Proserace 1ac. Proserr
Printer frivtier g il
Y, Canun MX860 series Prinler...
T TonerLow M ﬁ
Printer Properties Pmsm,., Inc. Prosead
Settings prieinr “"‘.“':;:'%E i
”Tj Print All Pages .
The whole thing | %
Proserase, 1nc Proserad

Pages:

TIP Microsoft Publisher is another good choice for creating
great-looking business cards.

)
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Print a page of different labels

1

In the procedure "Print one label or a full page of labels” on page
326, perform steps 1 through 8. In the Envelopes And Labels dialog +

box, click the option button for Full Page Of The Same Label and
then click New Document. Continue with step 2 below.

12: MAILING PAPER OR PIXELS

Antonie-Alwan]
Contoso,-Ltd. 1
567-Elm-St.
Downingtown,-PA-SB052H

Bernard-Duerr]
Northwind-Traders{
3456-Williams-Rd 1
Minneapolis,-MN-331061

Daniela-Guaita
Coho-Vineyard-&-Wineryf
783-Vine5t.q

Oakville, CA-10312n

2 In the table cell that corresponds to each label, type or paste the AnnaLigmant Charlorte Weissq
information for that label. Ty T troadtn "
Boston,-MA-B50030 Denver,CO-10123n
3 Click the File tab to display the Backstage view, click the Print tab, 1
and then click the Print button. X & 1

Envelopes | Labels
Address: |: -t
Copies: |1 s
= P z
Print
Print Label ls
(§J Full page of the same label Microsoft] prl ﬂter
O single label Address L .
row: 7 = Column: [1 : —] , ; Canon MX860 series Printer... .
_ = Toner Low
1 _ Printer Properties
Settings
Before printing, insert labels into the following printer tr|
Print All Pages
[Etieet -

@ SEE ALSO If you already have the information for the labels

stored in a Word table, a Microsoft Excel worksheet, a Microsoft
Access database, or an Outlook contact list, a mail merge is an
alternative way to print mailing labels. For information about using a
mail merge, see “Starting a mail merge” on page 334.
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Sending a document by email

You can share your documents with other Word users in several ~ you can send an open Word 2013 document as an attachment

ways, and one of those ways is to send a copy of a document to a message directly from the Backstage view. You can send
file by email. If you have an email program on your computer, the document as an editable Word file, a PDF file, or an XPS file.
Send a document as an attachment Proseware Ltterdocx - Word

LAYOUT REFEREMCES MAILINGS REVIEW VIEW i
1 Open a document that you want to send to another person.

fo Z-iE-5- &5 N | saebeec] AsBbe
2 Click File to display the Backstage view and then click the Share tab. A E===t (Bem HENW:I( “:Mpz
3 Clle Emall I Paragraph [F]
4 To send the document as an editable Word file, click Send As 8 ' ’ ’ .

Attachment. If you prefer to send a PDF file or an XPS file, instead,
click Send As PDF or Send As XPS.

M
Bos:v.m‘c, Inc.

April 22, 2013
ﬂ Ppernard Duzrr
Northwind Traders
1 o 3456 Williams Rd_
Minneapolis, MN 33106
Dear Mr. Duerr,
Share
Proseware Letter Email
Jamie Reding's SkyDrive » Documents i Everyone gets a copy
H =1
e Send as
Attachment
o5 Invite People s
& p
Everyone works on th|
= Everyone sees the latq
@D  Get a Sharing Link Keeps the email size |
Send a Link
@ TIP The er\trles in the middle pane for Get A Sharing .Lln'k and R, Postto Social Networks
Post To Social Networks appear only if the document file is i Bveryonegetsa FOF 9
) X . ipdf] Preserves layout, fon
stored on SkyDrive or a SharePoint server. In the pane on the right, the B Fmail sena e Content can't be easi
Send A Link button is available only if the document file is stored on Aceour FoF
. . outi
SkyDrive or a SharePoint server. B 'E% Present Online e Everyone gets an XPS
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5 In the email program'’s window, type the recipient’s address, the

subject, and the body of the message, and then click the Send
button.

A CAUTION To be able to send a document as an email
attachment, a default email program must be configured on

your computer. If your edition of Office doesn’t include Outlook, you
can use a third-party program. If your computer runs Windows 8, you
might be able to use the Microsoft Mail app. If the only available mail
service is a web mail interface, save the document to a local disk drive

and then use the web mail program’s command to attach the file to a
message.

SEE ALSO For more information about sharing documents in
Word 2013, see “Sharing with SkyDrive” on page 370.
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- RS

B B I U Z-iZ- &%
Paste ¢ a -_ _ Address Check
- Y-A-E=E= N Book Mames
Clipboard Basic Text [F] Mames

To.. | rantculbertson @proseware. com
|
send

Subject |Pmseware Letter.docx

Attached Proseware Letter.doox (30 KB

Grant,

Please read the attached letter and let me know whether it
Thanks,

Jamie|

BEH® 3+ & = Proseware Letter.dog
MESSAGE INSERT OPTIONS FORMAT TEXT

Sending a document by email: Send a document as an attachment
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Starting a mail merge

In Word 2013, a mail merge starts with a main document, which
contains the formatting that you want in the final output. It
might also contain text that you want to appear in each output
document. You insert merge fields in the main document to
reserve places for the variable data. You select a document or a
database as the data source for the merge, and you can select
which of the recipients listed in the data source will be used to
create output. If you want, you can preview the output. Finally,
you can send the output to a file, to the printer, or to an email
program.

The mail merge feature in Word 2013 is quite flexible; you can
use any of several kinds of data sources, you can sort and select

Create the main document

1 Click File to display the Backstage view. Click the New tab and then
click Blank Document or a custom template.

334 Starting a mail merge: Create the main document

the names or other items that you want to include, and you can
create the output in several formats. However, this flexibility
comes at the cost of some complexity. Completing a mail merge
requires a sequence of steps, as described on the following

pages.

The commands on the Mailings tab use the term recipients to
refer to the names of people in a mailing list. You can also use
Word’s mail merge feature to work with other kinds of lists, such
as product catalogs, in which case the term recipients refers to
the items in the list.

New

Search for online templates

Suggested searches:  Letters  Resume

FEATURED CUSTOM

s

Blank document

Account

Blank document

Options




2 [f you want to create a letter or an email message to send to multi-
ple addresses, use the new document to write the body of the letter
or message (that is, everything that will be the same in all of the
letters).

If you're creating labels, envelopes, or a directory merge (called a
catalog merge in some earlier versions of Word), leave the docu-
ment blank.

3 When the main document is complete, on the Quick Access Toolbar,
click the Save button. Then, while the document remains open,
continue at “Select the merge type,” which follows this task.

Select the merge type

1 On the Mailings tab, in the Start Mail Merge group, click Start Mail
Merge. On the drop-down list that appears, click one of the follow-
ing commands:

e Letters Creates an output document containing a separate
section for each recipient, with each section starting on a new

page
¢ E-Mail Messages Creates an email message to each recipient

¢ Envelopes Creates an output document containing an enve-
lope for each recipient

e Labels Creates an output document containing labels, with
one label for each recipient

¢ Directory Creates an output document in which each recipi-
ent’s data starts a new paragraph

12: MAILING PAPER OR PIXELS

3 2

Cpboard =

[F] Paragraph [F]

T

roscwarc, IncY

April

= 4 s =

1

We-wish-to-thank-youfor-working-with-Proseware,-Inc_to-make|
possible-impression-on-the-customers-of-Northwind-Traders.-A:
of- our- appreciation, we- offer- you- one- free- consultation-

experienced-staff.q

R SR S

Proseware merge main.docx - Waord
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW
=
Rules
B8 = G
= o,
El_ ot . . Match
pbels  Start Mail ~ Select Edit Highlight Address Greeting Insert Merge
Merge » Recipients = Recipient List = Merge Fields Elock Line Field Updat
D Letters Write & Insert Fields
T 2 E-mail Messages
E] Envelopes.. E B E
r‘D Labels...
B Directory
El MNormal Word Document :
[ Step-by-Step Mail Merge Wizard.., | S7areyTaet
1
1
1
1
1
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2 If you clicked Labels in step 1, the Label Options dialog box opens
automatically. Select the printer tray, label vendor, and product
number, and then click OK. While the document remains open,
continue at “Choosing the recipients” on page 337.

3 If you clicked Envelopes in step 1, the Envelope Options dialog box
opens automatically. Select the envelope size, choose the printing
options, and then click OK. While the document remains open,
continue at “"Choosing the recipients.”

@ TIP If you prefer the software to guide you through the same
procedures described in this book, click the Step-By-Step Mail

Merge Wizard command at the bottom of the Start Mail Merge gallery.
The wizard leads you through each step.

336 Starting a mail merge: Select the merge type

Printer information

O Continuous-feed printers

@ Page printers Tray: |Rear Tray

Label information

Label vendors: | Microsoft

Find updates on Office.com
Product number:

1/2 Letter

Label information

Type: Address Label
Height: 1

Width: 2,63

Page size: 8.5 = 11"

SN

Printing Options
—
Envelope size:
|5\ze10 [41/8x91/2in) El
Delivery address
From left: | Auto &I
From top: |Auto EI
Return address
From left: | Auto EI
From top: |Auto EI
Preview
QK Cancel




Choosing the recipients

When you create a mail merge in Word 2013, you must choose
the information that Word puts into the output document. The
information could be stored in one of a number of places—as a
table in a Word document, in an Excel worksheet, in an Access

or Microsoft SQL Server database, or in an Outlook contact list.

Select a data source

1 On the Mailings tab, in the Start Mail Merge group, click Select
Recipients. On the menu that appears, click one of the following
commands:

¢ Type A New List Opens the New Address List dialog box, in
which you can type entries for a list and then save them as a
database (mdb) file

¢ Use An Existing List Opens the Select Data Source dialog box,
in which you can select an existing file (@ Word or plain text doc-
ument, an Excel worksheet, or an Access or SQL Server database)
containing the entries

¢ Choose From Outlook Contacts Opens the Select Contacts
dialog box, in which you can select which contact folder to use,
if your Office edition includes Outlook

2 |If you clicked Type A New List in step 1, in the New Address List
dialog box, type the names, addresses, and other information. To
add each entry after the first one, click New Entry. When the list is
complete, click OK and continue at step 3.

@ TIP Click the Customize Columns button to add, remove,

rename, or reorder columns in the New Address List dialog box.
To sort the entries on any column, click the header of that column.

12: MAILING PAPER OR PIXELS

After you select the file or other source of the data, Word
provides tools with which you can refine the list of recipients or
other records, to sort them on one or more fields, and to edit
the list entries if necessary.

1
|
|

ERT DESIGN PAGE LAYOUT REFERENCES MAILINGS
(]
[&w
il Select h Edit Highlight Address Greeting Insert Merq
Recipients =| Recipient List | Merge Fields Block  Line Field

B2 Typea New List.. Write & Insert Fields

[ Usean Existing List...

5] Choose from Outlook Contacts... B -3 +

Type recipient information in the table, To add more entries, click New Entry.
Title w | First Name w | Last Name
M., losh Pollock

w | Company Name w | Address Line 1 w
Southridge Video 234 Bridge 5t.

D)

2 -

Cancel
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3 In the Save Address List dialog box that automatically opens,
enter a file name and click Save. Then, continue at “Edit the list of
recipients” on page 339.

If you clicked Use An Existing List in step 1, the Select Data Source
dialog box initially displays the contents of the My Data Sources
folder in your user profile. If the data source that you want to use
is a Word or plain text document, an Excel worksheet, or an Access
(.mdb or .accdb) database, navigate to the correct folder and select
the file containing the data. Then, click Open and continue at "Edit
the list of recipients.”

If you clicked Choose From Outlook Contacts in step 1, click the
contact folder that contains the data that you want to use and click
OK. Then, continue at “Edit the list of recipients.”

Organize » New folder

. jamie_D0D ~
AppData

Name 0
3 Contacts Mo items match your search.
1o Desktop
& Downloads
ir Favorites
W Links
= My Documents
. Custom Office Tem
My Data Sources
. Snagit
W My Music w7

File name: | samp\e.mdh{

Save as type: | Microsoft Office Address Lists (".mdh)

Tools - Save

“ Hide Folders

TIP The two default items in the My Data Sources folder
launch the Data Connection Wizard, which can help you attach
the mail merge document to an Access or SQL Server database.

)

338 Choosing the recipients: Select a data source

T <« MyD.. » My Data Sources v & Search My Data Sources 2
Organize ~ Mew folder =~ [ @
-
|, jamie_000 ~ Mame Date modified
AppData -
ﬁ +Connect to New Data Source.odc 9/28/2012 3:11 P|
i3 Contacts o
ﬁ +MewSQLServerConnection.odc 9/29/2012 3:11 P
ju Desktop ==
= ‘ sample.mdb 12/28/2012 3:47 B
& Downloads
i Favorites
W Links

| My Documents
| Custom Office Template
My Data Sources

I Snagit
W My Music
= My Pictures
B My Videos v €
New Source...
File name: | sample.mdb v

Open ﬁ

All Data Sources (*.odc;".mdb;* v

Cancel

5

|
2
Select Contacts :
Select a dontact folder to import:
Mame Count Location
Contacts L\\) 5 jamie.reding@hotmail.com|
Contacts 152 Personal Folders|
< >
oK Cancel

V]




Edit the list of recipients

1

If you chose an Outlook contacts folder as your data source, the
Mail Merge Recipients dialog box opens automatically. Otherwise,
on the Mailings tab, in the Start Mail Merge group, click Edit Recipi-
ent List to open the Mail Merge Recipients dialog box.

Clear the check boxes next to entries that you do not want to
include in the mail merge; select the check boxes for those that you
do want to include.

Selecting or clearing the check box in the header row of the list
causes all of the entries to become selected or cleared, respectively.
If you want to keep only a few entries selected, first clear the entire
list and then select those that you want.

If you want to add or delete entries in the list of recipients, click the
name of the source file in the Data Source box and click Edit. The
Edit Data Source dialog box that appears is the same as the New
Address List dialog box shown in step 2 of “Select a data source” on
page 337.

If the data source is an Outlook contact list, the Edit button does
not become available. To edit entries in a contact list, you must use
Outlook’s contact editor.

1
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M 52

* L}

& adh
Select Edit
cipients = Recipient List

it Mail Merge

S R =

This is the list of recipients|
Use the checkboxes to ad

ithat will be used in your merge, Use the options below to add to or change your list.
or remove recipients from the merge. When your list is ready, click OK.

‘ Data Source | |7 | Last - | First - | Title - | Company - | Address -I
Contacts |7 Alwan Antonio Contose, Ltd 567 E. Elm St.
I [Daniela | [ Coho Vineyard & Winery
Contacts ¥ " Duerr Bernard Northwind Traders 3456 Williams Rd.
Contacts ¥ Lidman Anna Margie's Travel 234 Main 5t.
Contacts [V Weiss Charlotte Tailspin Toys 765 Broad 5t.
< >
Data Source Refine recipient list
Contacts %l Sort..
Tj Filter...
I Find duplicates...
E} Eind recipient...
[ Validate addresses...
pr— Refresh
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4 The order in which the merge’s results appear is determined by
the order of the entries in the list of recipients. If you want to sort
the list of recipients on a single column, click that column’s header.
To sort on two or three columns, click the Sort link in the Refine
Recipient List section to open the Filter And Sort dialog box. On the
Sort tab, in each drop-down list, select the name of the column on
which to sort, and whether to sort it in ascending or descending
order.

For example, you can sort the recipients by state, then by last name,
and finally by first name. In the merge’s results, someone named
Smith who lives in Arizona would be listed before someone named
Jones who lives in Wyoming.

5 If you want to include in the merge only the entries that satisfy cer-
tain criteria, click the Filter link in the Refine Recipient List section
to open the Filter And Sort dialog box. On the Filter tab, select the
name of a column in the Field drop-down list, select a condition in
the Comparison drop-down list, and if necessary enter a value in
the Compare To list box. You can continue adding criteria, con-
nected by And or Or, as needed to specify the set of recipients to
include.

For example, to limit the list of recipients to those whose last names
start with the letter M, select the criteria Last | Greater than or
equal to | M | And | Last | Less than | N.

6 When the list of recipients is complete and correctly sorted, click
OK.

340 Choosing the recipients: Edit the list of recipients

elect Eqli
ipients - Recipi
£l

Filter Records
This is the |
¢ Usethe che

Sort by: | State
Then by: |Last

Then by: | First

Contacts
Contacts
Contacts

Clear All

Sort Records

v | (8 Ascending
v | @ Ascending

v | @ascending]

Data Source

Refine recipient list
2] Sort., ==—
] Eilter..,

FiltedRecords | Sort Records

Field:
Last

And v | | Company

Clear All

v Greater than or equal | v

| | Mot equal to
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Adding merge fields

For a mail merge to place values from the data source into the
output, you must insert one or more merge fields into the main
document. During the merge, each merge field is replaced

by the corresponding value in the data source for the current
recipient. For example, suppose a recipient’s record in the data
source contains the values First_Name = John and Last_Name =
Clarkson. In the main document for a letter merge, a line might
contain the merge fields «First_Name» «Last_Name». When

Insert merge fields in the document

1 Click in the main document at the location where you want infor-
mation from the data source to be inserted during the merge.

2 On the Mailings tab, in the Write & Insert Fields group, click the
drop-down arrow on the Insert Merge Field button and then, in the
list that appears, click the name of a column from the data source.
Repeat steps 1 and 2 until the main document contains all the nec-
essary merge fields.

If you selected a label merge, insert merge fields and other text
only in the upper-left cell of the table in the main document.
During this step, the other cells contain only a «<Next Record»
merge field. The other cells will be filled in step 4 of this procedure.

If you place another merge field on the same line as the first merge
field, type a space, text, or punctuation between them as necessary.
Otherwise, there won't be any separation between the values in the
output. If you want the next merge field to appear on the next line,
press Enter at the end of the first line.
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the record is processed during the merge, those fields will be
replaced with the text John Clarkson.

You can insert copies of the same merge field into the main
document in multiple places. For example, the merge field
«First_Name» could be used in the address, in the greeting line,
and in the body of the letter.

| |
DESIGI’I PAGE LAYOUT REFEREMCES MAILINGS REVIEW
[3 Rules~
2 |52 B BB '
' s % Match
Select Edit Highlight Address Greeting Insert Merg
cipients = Recipient List  Merge Fields Block  Line Field ~ I-?S‘Update
rt Mail Merfe Write & Ir First
Last
# 1 1o pE o3 Title
Company
ES Department
«First»-ﬂ] ;Nen-Recom, Office
B Post_Office_Box
Address
aNext-Record 1 «Next-Record: City
I u
State
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3 If you want, apply character formatting to some of the merge fields 3
in the main document, either directly or by using a character style. 1
You can right-click a merge field in the main document and click =
. . . «Firstralasto 9] «Next-Record »
Toggle Field Codes to display the complete field code. Then, you oy n
can insert formatting switches to control the appearance of the ity <Sesie EMERGEFELD I
results in the output. For information about inserting formatting BRI R
switches, see "Controlling field formatting by using switches” on z z
page 205. A
4 If you selected a label merge, on the Mailings tab, in the Write & |
Insert Fields group, click Update Labels. This copies the merge fields DESIGN  PAGELAYOUT  REFERENCES = MAIUNGS = REVIEW | VIEW
and text that you entered in the upper-left cell of the table into all ) .'Té' B D B Enum
- Matcl Field
the Other Ce||S. Select Edit Highlight Address Greeting Insert Merge o5 Matcp Fields
cipients = Recipient List Merge Fields Block  Line Field ~ I.—E,’ Update Labels
rt Mail Merge Write & Insert Fields
ﬁ 1 2 oEE .3 4 5. #E 3
2
Firstralastsq «Ic\Ie)n-ﬁccordwFim»-«Lastnﬂ «Next-Re
«CompanysT] «Company=1 «Compan|
o . . . «Agdrasn'ﬂ zéft:;issﬂten-uﬁppmal Coder :ﬁ:ﬁs
TRY THIS On the Mailings tab, in the Write & Insert Fields «City», wStatenZipPostal_Codesf w - e
. . . . . LS
group, click either Address Block or Greeting Line to insert wilextRecardwaFirstn-alastofl whlextRecardvaFirstradastol] whiext-Re
special merge fields. These merge fields combine data from several 2;3:,22:;“ IEEL"EZKT ziﬁ:?::
columns of the recipient’s record. When you insert one of these fields, sCityn,StatenZipfostal CodexT gCityn,sStaterzipfostal Coder ayns
Word displays a dialog box in which you can select options for the il irspalase i | e Ae

formatting of the output. If you use either of these merge fields, be
sure to preview the results for every recipient and correct any unex-
pected output.

A CAUTION If the style applied to the merge fields includes
paragraph formatting with extra space before or after the
paragraphs, the lines might be spaced too widely. This particularly

affects label and envelope merges, in which addresses with more than
three or four lines might not fit. If necessary, apply another style such
as No Spacing to the main document.
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Adding information with rules

The entries in the Insert Merge Field gallery represent only the
columns that are present in the data source. In addition, you
can use the fields in Word 2013 to perform comparisons and

Modify the merge with rules

1 Insert a SET field if you want to store an unchanging number or text
that can be used to perform comparisons or calculations for all of
the recipients in a merge. On the Mailings tab, in the Write & Insert
Fields group, click Rules and then, on the list that appears, click Set
Bookmark. Continue at step 2.

2 In the Insert Word Field: Set dialog box, type a bookmark name in
the Bookmark list box, type the number or text in the Value text
box, and then click OK.

The bookmark is located inside the SET field, which doesn't display
any result in the document. However, the bookmark can be refer-
enced in other fields elsewhere in the document, such as a REF field
that will display the value, or a formula field that will use the value
in a calculation.

3 Insert an ASK field if you want to store a number or text that might
be different for each recipient. On the Mailings tab, in the Write &
Insert Fields group, click Rules and then, on the list that appears,
click Ask. Continue at step 4.
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calculations during a mail merge, so you can display additional
information, depending on the data in the data source.

1

MAILINGS REVIEW VIEW DEVEL
[ Rules ~ -
S8 ek
ting Insert Merge .
2 ne Field - Eill-in...
| * & Insert Fields If.. Then..Else...
Merge Record #
Merge Seguence
Bookmark: Valule: Next Record
UnitCost 251
Mext Record If...

Set Bookmark... Ik
Skip Record If...

OK

e

— 0

MAILINGS
ﬂ [5 Rules ~
88
Ask...
Fill-in...
If...Then...Else...

REVIEW EW DEVEL)

fiec)

sting Insert Merge
ne Field -

e & Insert Fields

&7 =

Merge Record #
Merge Seguence £
Mext Record

Mext Record If...
Set Bookmark...
Skip Record If...
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4 In the Insert Word Field: Ask dialog box, type a bookmark name 4
in the Bookmark box, type a question in the Prompt box, type a 1
default value if desired, and then click OK.
During the merge, the prompt will be displayed for each recipient, o P
and the value you enter will overwrite any previous value in the ﬁ:ft”ct::’t Enter number of items ordered:
bookmark. If you want to use the same value for all of the recipients
during the current merge, select the Ask Once check box. Defautt bookmark text:

]
The bookmark is located inside the ASK field, which doesn't display
any result in the document. However, the bookmark can be refer-

. . . . [[] &sk once oK Cancel
enced in other fields elsewhere in the document, such as a REF field “
that will display the value, or a formula field that will use the value
in a calculation. 5 6

|
5 If you want to display a number or text that might be different MALINGS = REVEW  WEW  DEVE
for each recipient, insert a FILLIN field. On the Mailings tab, in the j 0 Rules~ -
Write & Insert Fields group, click Rules and then, on the list that : == Ask.. Erompt:
. o . #ing Insert Merge Enter company:
appears, click Fill-in. Continue at step 6. ne  Field~ Eill-in...
. e s . £ & Insert Fields If..Then.. Else...
6 In the Insert Word Field: Fill-in dialog box, type a question in the eroe Fecord +
. . . Erge hecord # - X
Prompt text box, type a default value if desired, and then click OK. 3 " . RO
erge Sequence # Lucerne Publishing
The FILLIN field is similar to the ASK field, except that the FILLIN Bext Record
field displays its value in the document and doesn't store its value in ?Q‘;Re;md :
et Bookmark... 5
a bOOkmark' MAILINGS REVIEW VIEW C - :
7 Insert an IF..THEN...ELSE field where you need to display different j L3 Rules~ @
results in the document, depending on the value of a merge field ting Insert Merge A_Sk'_“
or other field. If you want to base the decision on a bookmark value e Feldr Filrin.
2 BeInsert Fields [ Then...Else.., | m—— 7

(such as one in a SET field or an ASK field), continue at step 9. Merge Recond 4

Merge Seguence #

On the Mailings tab, in the Write & Insert Fields group, click Rules

and then, on the list that appears, click If.. Then...Else. Continue at Hext Recore

Mext Record If...
step 8. =

Set Bookmark...

Skip Record If...
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8 In the Insert Word Field: If dialog box, select a merge field in the 8
Field Name list box, select a condition in the Comparison box
and, if necessary, enter a value in the Compare To list box. In the
Insert This Text box, enter the result that the field will display if the

comparison is true. In the Otherwise Insert This Text box, enter the 'FF_ 5 comm . .
. . . . . . . Field name| Comparison: ompare to:
result that the field will display if the comparison is false. Click OK. Account <1 Tis not biank v

9 If you want to base the decision on a bookmark value (such as one Inseibtites |
. . . . This amount will be charged to your account. ~
in a SET field or an ASK field), click the Insert tab. In the Text group,
click Quick Parts and then click Field. Continue at step 10. — . z

Dtherwise insert this text:

10 In the Field dialog box, in the Field Name list box, click If. Then, click Please remit this amount| 2
the Options button. v
In the Field Options dialog, click the desired bookmark name and Cancel
then click Add To Field. Click at the end of the expression in the
Field Codes box and type the rest of the code. VIEW

[=] Quick Parts~ [ Signature L|
For example, suppose the selected bookmark is Quantity, and you og | &l AutoTex
want the result to display copy if Quantity is 1 or copies if Quantity Bax~ |[E1 Document Property
is greater than 1. The completed code for this field is IF Quantity = 10 = Bl e——— 9
1 “copy” “copies”. ] ; ; :
?
Click OK in the Field Options dialog box and then click OK in the
Please choose 3 field Adval
Field dialog box. Categories: Fiel | | options
(Al s L Bookmark name:
Field names: P Add to Field
GoToButton ~ UnitCost =
greetwlﬂg)\(.in Undo Add
erlin
IncludePicture
IncludeText
Index
l(n,?,mms Field codes: IF Expression] Operatpr Expression2 TrueText
LastSavedBy FalseText
t:;‘tkNum IF Quantity = 1 “copy” “copies” I
m::;oegi”:‘t:” Description
MergeRec Bookmarks defined in the active document
MergeSeq
Mext
el v updates
Description: Cancel
Evaluate argumentsjconditionally
Hide Codes Options... oK Cancel
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Finishing the merge

When the main document contains all of the merge fields, other  everything is in place. When you're confident of the correct-
fields, text, and graphics needed to prepare the output, it's time  ness of the document and the sorting and filtering of the data
to perform the final steps. Because of the length and complexity  source, you can run the final merge.

of the setup, you should first examine a preview to ensure that

Merge to special outputs 1

1 On the Mailings tab, in the Preview Results group, click Preview P
Results. If you selected a label merge, the preview shows the 08CTare, Lac.
pages of labels. For any other kind of merge, the preview shows april7

the output for only one recipient at a time. You can use the arrow
«Greetingline»

buttons in the Preview Results group to display previews of the rest _

We wish to'thank you for working with P\ c. to make = 2 Match Fields . [ Find Recipient
Of the OUtpUt' possible imprgssion on the customers c< «Company, )s a toke L:jf’ge Update Labels ir:"jx [% Check for Erors
— [ Preview Resutts

1G5 REVIEW VIEW

b Drruess @ Mk [ » m

If unwanted information appears in any of the previews or infor-
mation is missing, click Preview Results to turn it off. Then, edit the
main document or the records in the data source to correct the
problem and repeat the preview.

3 4 A 5

g 1
Euac\\iuc, Inc.

567 Oak Lane
Memphis, TN 88501
(786)555-0145

April 22, 2013

Ms. Daniela Guaita
Coho Vineyard & Winery
7839 Vine St.

Oakville, CA 01312

Dear Ms. Guails,

‘We wish to thank you for working with Prosgyuase

@ TIP If you preview a label merge and only the first recipient’s

label appears, you have skipped the step of clicking the Update
Labels button (step 4 in “Insert merge fields in the document” on page
342).
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2 On the Mailings tab, in the Finish group, click Finish & Merge and H 42 > M D"
then, in the list that appears, click one of the following: [ Find Recipient :
Q Check for Errors :;:rs:jf

¢ Edit Individual Documents Merges the data from the data

. . Preview Results ?D Edit Individual Documents...
source into the merge fields to create a new document. You can 2 +—

E:E:'H Prift Documents...

edit this document, save it for later use, or print it like any other FESEIN B ond Ermail Messages..
document. 567 Oak lana
¢ Print Documents Merges the data from the data source into 3

the merge fields and sends the result to the printer. The Print
dialog box appears so that you can set the printer properties,
the number of copies, and other options. Click OK to print.

¢ Send Email Messages Merges the data from the data source ® = 1 [ « Ddc » MyDocuments » v| & | | Search Py Documents »p
into the merge fields and sends the result to the default email Organize v New fold =+ @
program. The Merge To Email dialog box appears so that you [ Documents A Name - Date modified
ca.n enter the.subJect line gnd select the merge field that con [ afmy i | B Custorn Qfice Templates 128732012 344 PM
tains the email address. Click OK to send. o Custom Office Templat My Data Sources 12/28/2012 420 PM

(] My Data Sources . _
. . . Snagit 11/17/2012 2:37 PM
3 When the merge runs successfully, save the main document so that v Snagit € sample.cfx 1172372012 829 P

[+ | Public Documents

it can be used again.
g [ J) Music

[ [ Pirtires . >
File name: | Proseware merge main.docx T “
Save as type: | Word Document (*.docx) v
Authors:  Jamie Reding Tags: Add atag
[]Save Thumbnail

“ Hide Folders Tools - Save Cancel

@ SEE ALSO For more information about mail merges, see www.

gmayor.com/merge_labels_with_word_2007.htm. The descriptions
presented there also apply to Word 2013.
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Reviewing
documents

hen you prepare a document with input from many coworkers,

you might use any of several methods. In one style, each person
works alone on one or a few sections. Then somebody puts all the pieces
together, smooths out differences in formatting and writing style, and
publishes the result. Another method involves writing a draft, passing it
around for review and comments, and editing the document to resolve
any questions.

The Comments and Track Changes features provided by Microsoft Word
2013 are ideal for multiple rounds of reviews, and the new Simple Markup

view makes even heavily revised documents more readable.

In another scenario, perhaps your workflow results in several copies of the

same document from different reviewers, with or without change tracking.

The Compare and Combine features can pull together those multiple ver-
sions into a single document so that you can see all the changes at once.

In this section:

Adding comments

Showing and hiding comments
Tracking changes

Showing and hiding tracked changes
Setting options for tracked changes
Accepting and rejecting changes

Comparing reviewed versions

Merging reviewed versions
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Adding comments

If you send your document out for review, you or the other raised by a comment, you can delete the comment or you can
Word users can insert comments that don't become part of the mark the comment as completed. The completed comment
text. In Word 2013, you can also reply to a comment as you and its replies remain in the document as a record of the issue'’s
might in an email conversation. When you've settled the issue resolution.
Insert a comment 1 2

|
1 On the Review tab, in the Comments group, click New Comment. l e s W
2 Type your comment under your name in the Comments balloon. EAD P 2 | B e DRSS H & LK

Compare  Block Restft  Sar  Linked
= Authers~ Editi 3 Motes
Tracking 3 Changes Compare Protect Wk OneM.. *
3 . s

Track
Changes - [E Reviewing Pane -

The Year in Review

iy March, Greece completed
£ its public debt. The European Union,

o with p rds restructuning the
, via the European Central Barik, ogreed ko provide Greece with Biligngc!

eek banks This “organized 2
(orchestrated via coardinated etforts globally] contributed to impraved Investor confidence

Comments aL

Market Conditions | n !:\mnu'n:;:ua . =

The heightened unpredictability
inherentin the m todsy

A UNITS

@ TIP To remove a comment, click it, and then on the Review

I, 10 GOES Eets, Gl <Dl @ TRY THIS If your Office 2013 installation includes Microsoft

OneNote, you can type notes in OneNote about your Word
document. OneNote automatically links the note to the current

@ TIP If you use a tablet or a drawing pad, you can click Ink location your document. To make a note in OneNote, select the Review
Comment and handwrite or draw your comment. tab in Word and click Linked Notes.
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Reply to a comment 1
, . . . I
1 Click the reply icon at the right side of the Comment balloon. | ctorin
gthe
. re with billions of T
2 Type your reply in the Comment balloon under your name. -4 Greek defavlt”
. . v X
3 To mark a comment as completed, right-click the Comment balloon Comments
and click Mark Comment Done. Marlus Rankenburg o
I‘I’hissnuuld be "tensof billions".
Jamie Reding
AQread. se— 2
jts shipped increased
ke comparable period.
ith billions of T
preek default”™ LV]
Comments T
Corbel (Body) - Ao é;a- o
B I U~ A-~-:i=~i=- Shyles |

| 1 kgreed

|pped increased
Inparable periad.

by new product E® Copy
Paste Options:
d by one full
#) Delete Comment
- o/ Mark Comment Done  e—— 3
A Fontl.
of greatly =g Paragraph...

@ TRY THIS When you're reviewing your own documents, you
might want to show some of your comments with a different
color as a way of separating comments into categories. You can do this
by slightly changing your user name in Word. On the Review tab, in the
lower-right corner of the Tracking group, click the dialog box launcher

(the small arrow). In the Track Changes Options dialog box, click
Change User Name. In the User Name box, add a digit or other text to
your user name. Select the Always Use These Values Regardless Of Sign
In To Office check box and then click OK. Add a new comment or reply
to an existing comment. (Don't forget to change back to your real user
name after adding your comments.)

Adding comments: Reply to a comment 351
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Showing and hiding comments

When you're reading and responding to comments, you'll want Word 2013 has a new Simple Markup view that hides the clutter
to see all of them. When you're reading the document for other ~ and shows just an icon in the margin to indicate the presence of

purposes, though, the lines and balloons can be distracting. a comment.
View all markup 1
. . . |
1 On the Review tab, at the top of the Tracking group, click the drop- Rview viEw e R
H it icn’ Fomment . B[ markup -y Ty Previous = [ ) LY
down list and select All Markup, if it isn't already selected. B Joee 0 R Qe G & [ 9
Track Accept Reject Compare Rlock Restrict  Sta
Changes - [FlReviewing Pane ~ - - - Authors - Editing  Inkil
oG, spes o proate ocesswot IR [ .. Y
lpport the government. This “organized Greek default” Jamie Reding
lved investor confidence Agreed
View simple markup 1

1 On the Review tab, at the top of the Tracking group, click the drop- e | view

EES|

down list and select Simple Markup, if it isn’t already selected. Click Comment [5 B [Simple Markup < & Previous

any Comment balloon to see its complete comment. B} Show Markup = 5 Next
Track Accept Reject Compare El
Fer Changes - Reviewing Pane ~ - - - Autl
Tracking [F] Changes Compare
3 4 5 [ ~

bt swap with private crediters and worked towards restructuring the
n, via the European Central Bank, agreed to provide Greece with billions of | Q
e Greek banks and support the government. This “organized Greek default”

contributed to improved investor confidence.

@ TIP  When All Markup is selected, the comments appear in

Outline or Draft view as tags in the text. You can position the
cursor on a tag to see the comment or, on the Review tab, click
Reviewing Pane.

@ TIP To control what items are shown in balloons, on the

Review tab, in the Tracking group, click Show Markup, point to
Balloons, and then choose a setting from the menu.
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Tracking changes

Whether you work on a document alone or with others, it's
often important to keep a record of what's been changed, who

Turn on Track Changes

1 On the Review tab, in the Tracking group, click Track Changes, if it
isn't already selected.

2 Click the drop-down list at the top of the Tracking group and select
All Markup, if it isn't already selected.

3 Edit or reformat the text.

@ TIP In Outline or Draft view, you can position the cursor on a
change to see its information or, on the Review tab, click
Reviewing Pane.

TN

CAUTION The built-in keyboard shortcut to switch Track
Changes on and off is Ctrl+Shift+E. If you suddenly start seeing

red text in a document while you're editing, you might have pressed
that combination by mistake.

SEE ALSO For information about how to show the Track

@ Changes indicator on the status bar, see “Customizing the
screen” on page 414.
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made the changes, and when the changes were made. In Word
2013, the Track Changes feature handles those details.

1

2

PAGE LAYOUT REFERENCES MAILINGS REVIEW EW
. € previous e Y Previ
£ ;_| evious ) Ink Comment =5, 05 |A1Markup s revious
Pen ’—-} [ show Markup |—L| ﬁ = Neat
bage  New Delete Track Accept Reject
Comment Show Comments o Eraser Changes » [2] Reviewing Pane ~ - -

Comments
1

In early March, Greece completed an orderly debt swap with private creditors and worked towards restructuring the

2

3

Tracking "- Changes
4 5 6 A

majority of its public debt. The European Union, via the European Central Bank, agreed to provide Greece with tens of 3
I——

billions of curos in fi 9

lize Greek b

ks and "

Greek default”

time to help

P 4 This "erganized

afforts globally

toimproved investor confidence.
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Showing and hiding tracked changes

When you're revising a document, you'll want to show the
details for tracked changes to decide which ones to keep or
reject. Conversely, when you just want to read a document
without distraction, you can use the new Simple Markup view to
hide the lines and balloons, leaving just an unobtrusive change
bar in the margin.

View all markup or simple markup

1 On the Review tab, at the top of the Tracking group, click the drop-
down list and select All Markup, if it isn't already selected.

2 At the top of the Tracking group, click the drop-down list and select
Simple Markup. Click any change bar to return to All Markup view.

@ TIP  When many reviewers have added changes to the

document, you can show the changes from only one or a
selected few of them. On the Review tab, in the Tracking group, click
Show Markup, point to Specific People, and then clear the check boxes
next to the names of reviewers whose changes you want to hide.

A CAUTION When tracked changes and comments are hidden,
they're still stored in the document and can be seen by anyone
who receives a copy of the document. In some cases, that can be

extremely embarrassing! Before you send out final copies of your
document, use the procedures in “Accepting and rejecting changes” on
page 358 to remove all changes and comments.

Whichever markup view you select, you can list all the changes
and comments in the Reviewing Pane. Double-clicking an entry
in that pane moves the cursor to the location in the document

so that you can navigate quickly through the changes.

1

INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIUNGS = REVIEW |V

a’g:) [+ I— 2 | An Markup
7
A B Show Markup -
Transiate Language  New  Deiete _ ) Track RAccept Reject Compare  Black  Restc|
- -~ Comment ows Comements P € Changes = [ Reviewing Pane = .7 Authors ~ Editin

Language Comments Tracking " Changes Compare Protect
% 3 P s 6

)ik Comment

BRY- @ & O

/ Pe 3 Next == =

it

suap with pri
pean Cen
i financing over time fo help recapitalize Greek bank

labally) contributed

¥

Jamie Reding
ired Greak detauit” (orchestented via Deleted: and supsont the govermment

2

MAILINGS REVIEW VIiEW

PAGE LAYOUT REFERENCES

2 & hrevious BS B
- P! Previous #) Ink Comment L’[\ G Simple Markup &Y Previous
— P Next / Pen [B) Show Markup - — 5 Next
ufge  Mew  Delete Track Accept Reject
Camment [3 show Comments " Eraser Changes~ [ Reviewing Pane ~ - -
Comments Tracking [ Changes
g 2 2 B s s B A
In early March, reece completed an orderly debt swap with private creditors and worked turing the

majority of its public debt. The European Union, via the European Central Bank, agreed to provide Greece with tens of
billions of euros in financing over time to help recapitalize Greek banks| This "organized Greek default” (orchestrated via
Farts globally)

ta improved investar confidence.
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Display the Reviewing pane 2

1 On the Review tab, in the Tracking group, click Reviewing Pane.
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1

ABC | pefi
I

2 Double-click an item in the Revisions list.

b

Speling & i
Grammar

Prosting

Revisions

+ summaRy
Insertions: 1
Deletions: 1
Mavez 0
Formatting: 0

Comments: 0

Iamie Reding Insened

tensof

Jarie Redfing Deteted

and support the
gavernment

WordEount

INSERT

i

Teansiate Lanquage

DESIGN

Langusge

2

PAGE LAYOUT

Hew
Comment

REFERENCES  MAIUNGS | REVIEW

) Ink Camment

majority of ts public debt. T

. via the European Central Bank, agr

billiens of euros time te help

J o provide Greece with tens of

courdinated effarts globally) contributed to improved investor confidence.
Market Conditions

The heightened unpredicuability
inherent in the markets todoy
present investars with sn
unususl set of global dynsmics
that exhib both incressed risks
and challenges but aiso
patential sppartunities. We
believe thet such ungredicts
ability can transiate imta
strategles that are generally
defensive in nature yet are also
flexitle enough to be olfensive

TRY THIS Click the arrow next to Reviewing Pane to open the
drop-down list and choose Reviewing Pane Horizontal. You can

©)

also drag the edges of the pane to resize it, or drag the pane’s title to
make the pane “float” over the document.

. This “ergan

A UNITS

Saas ntarma of uns smgpac creases
iy 2ves the comaate pesod.

Tha ncruase was Pipsd By naw oSt
ntrehosions

A CUSTOMERS
o mariesshare widened by oo ull
parcaeeage poi

& REVENUE
Gross revenue asn nereases

¥ NET EARNINGS

Simplefpadup - LY Pleevioss [ [ ]
v
. B St A &Y
. Tack Accept Reject Compare Bloc}
= show Comments Changes = (E)Reviewing Pane = . . Autho
Comments Tradking Changes Compare E
s : ) £ s .
In early March, Greece completed an orderly reditars and
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Setting options for Track Changes

The Track Changes feature works well with the default settings,
but it also offers a lot of flexibility for different ways of work-
ing with reviewed documents. You can turn on tracking in your

Lock tracking

1 On the Review tab, in the Tracking group, click the bottom half of
Track Changes and click Lock Tracking.

The Lock Tracking dialog box opens.

2 Enter a password in the top text box. Enter the password again in
the second box.

If you don't want to protect Lock Tracking with a password, leave
both boxes blank.

3 Click OK.

Set common options and advanced options

1 On the Review tab, in the lower-right corner of the Tracking group,
click the dialog box launcher.

The Track Changes Options dialog box opens.

2 Select or clear the check boxes for the kinds of changes that you
want to display.

3 Click Advanced Options to change other settings, or click OK to
return to the document.

@ TIP Most of the items in the Track Changes Options dialog

box also appear on the Show Markup menu. The Advanced
Options, however, are accessible only through the dialog box.

356 Setting options for Track Changes: Lock tracking

document and lock it so that the reviewers are required to
record all of their changes. You can determine how changes and
comments are displayed, and easily change those settings at will.

R |

Lock Tracking

Prevent other authors from turning off Track Changes.
Enterp d [optional): 2

Reenter to confirm: *Mk**ua|

REVIEW VIEW

Fomment E‘_\.
Z

B Al Markup (This is not a security feature.)

T B Show Marku
Track P o
[ Changes - (2R 1g Pa
[E#| Track Changes IF}

Lock Tracking

- 1

1 3 2

REVIEW VIEW Jamie Reding ~
Comment E‘j_ 5 Al Markup £ Previogs [ ] [B\ ?_6 rj
B Show Markup - 27 Mext 4 : e
Track Accept Reject Compare  Blbck Restrict  Start  Lin
Fer Changes ~ [E]Reviewing Pane -} - - - Autffors - Editing  Inking M
Tracking o Changes Compare Protect Ink  On

4 5 3 -

Track Changes Optfons ?
Show

e creditors and worked towards restructuring the Comments Highlight Updates
Lentral Bank, agreed to provide Greece with tens o Ink Other Authors
nks. This :‘-o-rf;;ah-\iéij-ﬁ--rééic-:-!éf-éGl-t;‘-(b-r-ch-a-s-t-rét-e-& Insertions and Ddletions Pictures By Comments

idence. Formatting

A UNITS
Salesin terms of units shipped incres|
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The increase iped by new prod
introductions.

Ealloons in All Markdp view show:  Revisions v

Reviewing Pane: off v
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4 In the Markup section of the Advanced Track Changes Options Advanced Track Changes Options 2 = ||
dialog box, select the color and formatting you want to use for arkup
insertions and deletions, the location of the change lines, and the Insertions: 1 coton B
. . 1 : lUnderline | Lolor: By author N
color of the shading applied to commented text. Deetions: Stikethrough ~1 coton B o v
You can choose the same color for all reviewers, or you can let EhapnEdines R Cutside border v il
Word choose a different color for each reviewer. EI:|
. . . . . C ts: bd
5 In the Moves, Table Cell Highlighting, and Formatting sections, omments: B8 5y autnor
M
choose the way you want those types of changes to appear. If you e:mkmoves
prefer not to track Moves and Formatting at all, clear their check I D ouble sirikethiough [EIRET " . "
bOXes. Moyed to: Double underline w | Color: . Green v
6 In the Balloons section, set the width of the column in which bal- Table cell highlighting
loons are shown, the margin at which you want balloons to appear, nserted cells: [ ] Lignt Blue v | Merged cells: (] ignt vetlow | ¥ -5
and whether you want a line leading from each balloon to its corre- Deteted celiss ] pink v| spiiteets:  |[] Lignt orange | ¥
sponding change in the document. Formatting
Track formatting
For a document in portrait orientation, you can instruct Word Eormatting:  |(none] ~| color B syauthor | v
to print in landscape orientation to avoid compressing the text Balloans
COlUmn. Preferred width: |2.75 % Measurein: | Inches ]
Margin: Right v — 6
7 C||Ck OK §how|mes connecting to text
Paper orientation in printing: Preserve v
oK 7

@ TIP  Whether you set a specific color for changes by all

reviewers or select By Author, that setting applies only on your
computer. Other reviewers who open the document will see colors
according to their settings. You can’t be sure that a particular color will
be assigned to a specific reviewer on other computers.

Setting options for Track Changes: Set common options and advanced options 357
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Accepting and rejecting changes

If a document contains tracked changes, all the information For example, you might not want a client to see that you copied
about each change will stay in the document until you accept part of a report for another client and just changed the names.
or reject the change. Setting the markup view or the options To protect yourself against such possibly embarrassing situa-

so that you can't see the changes only hides them—it doesn’t tions, you must review the changes and accept or reject them

remove them. Anyone else who opens the document can easily before you send your documents to others.
show the changes again. That isn't necessarily a good thing.

Accept or reject changes

1 Open a document that has been reviewed. If it's a Read-Only docu- ﬁm
ment, save it with a different name or in a different folder. s R

2 On the Review tab, in the Tracking group, ensure that Track
Changes is not selected. If it is selected, click Track Changes to turn
it off.

3 At the top of the Tracking group, click the drop-down list and select

All Markup, if it isn't already selected. REVIEW | VIEW '—|—|
EES | Al Markup -

J
R e g & D

4 Click Next or Previous in the Changes group to locate a change, pemment E—} 5
. . . - Show Markup ~ N
or click a change in the text or in a balloon. Select Accept to make R Track o Accept Reject Compare  Block Restrict
) . ler Changes~ Rewewmg Pane ~ - - - Authors ~ Editing
the change permanent, or Reject to remove the change. Continue Tracking - Accept and Move to Next Protect
clicking Accept or Reject until you've handled all the changes in the 2 5 8
document.

Accept All Changes ——————
5 Instead of working through the changes one at a time, you can click 5

the bottom half of Accept or Reject and choose one of the other creditors and worked tawards restructurin the
actions from the menu.

Accept All Changes a% Stop Tracking

@ SEE ALSO For information about comparing two versions of

The Accept All Changes and Reject All Changes actions affect all the the same document and marking the differences between them,
changes in the document at once. If you first use the Show Markup see “Comparing reviewed versions” on page 359.

menu to hide some types of changes, the Accept All Changes
Shown and Reject All Changes Shown actions affect only the
changes that haven't been hidden.

@ SEE ALSO For information about ensuring that the document

doesn’t contain any revisions or comments, see “Using the
Document Inspector” on page 392.

358 Accepting and rejecting changes: Accept or reject changes



Comparing reviewed versions

If you receive a reviewed copy of your document but the
reviewer didn't have Track Changes turned on, you can have

Set up a comparison

1

On the Review tab, in the Compare group, click Compare and
choose Compare in the gallery.

The Compare Documents dialog box opens in its collapsed view.

Specify the original document by clicking the down-arrow and
selecting it from the list of recently used documents, or you can
select the folder icon to browse for another file. In the same way,
specify the revised document.

If both versions of the document contain markup from the same
reviewer, you can keep the two sets separated by entering a differ-
ent name or other text in the Label Changes With text box.

If the dialog box is not expanded, click More.

Leave the check boxes selected in the Comparison settings section
for only the types of changes that you want to have marked in the
result of the comparison.

Choose whether the comparison will be made character by charac-
ter or word by word. Also choose where the changes will be shown.
You can choose for the changes to appear in one or the other of the
documents being compared, or in a new third document.

Click OK.

TIP You can use the Compare feature to create “legal
blacklining” in contracts; this way, each party can see what
revisions were made.

)
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Word 2013 mark the changes for you. All you need is the origi-
nal document, the reviewed copy, and the Compare feature.

REVIEW VIEW Jamie Reding ~ ?
[, 55[anMarkup - } } &Y Previous ﬁ e ™ m_
# B show Markup - 8 Next ! © =
Track Accept Reject Compare  Block Restrict Linke{
Changes - [F]ReviewingPane ~ . 5 Authors ~ Editing g Noted
racking anges Sl | Compare-.
3 4 s s 2] Compare two versions of a

document (legal blackline). I

=¢5] Combine...
=*=| Combine revisions from multiple

authors into a single document.

4 2 3

Compare Documents

Origingl document Revised document

Annug) Report.doox W Annual Report JR.doox LY

Labgl changes with Label changes with | jp

—
—

— * IE|
Compare Documents !
Original document Revised document
Annual Report.dooc w Annual Report JR.doox w

Label changes with Label changes with |jp

—
—

OK 7

Comparison settings

| Insertions and deletions
Moyves
Comments
Formatting
Case changes
White space
Show changes

Show changes at:
-:::' Character level
(®) Word level

Tables

Headers and footers
Footnotes and endnotes
Textboxes

Fields

Show changes in:
(") Original document

Revised document
(@) New document
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View the results of comparing documents

1 Examine the compared document (the one containing tracked
changes) in the large pane. The two source documents are in
smaller panes.

RIBENCES  MALNGS | RPN

x| Compured Document x || oagina x

The Year in Review The Yegr in Review

ot

2 On the Review tab, in the Tracking group, click Reviewing Pane to
show or hide the pane.

ooy 14 oty

tahelp secopitabos
esordinmed st glebaty)

3 Save the compared document with the marked changes as a sepa-
rate file.

4 Scroll through the compared document, accepting or rejecting the
changes as you would for any document that has tracked changes.
As you scroll the compared document, the source documents
scroll to the same position so that you can see where the changes 4
originated.

Review

Market Conditions

e gre

@ TIP To hide one or both of the source documents, click

Compare, point to Show Source Documents, and then select
which source documents you want to see.
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Merging reviewed versions

If you've sent your document to several reviewers who edited it
separately, but with Track Changes turned on, you can use the
Combine feature to merge the versions into one document with

marked changes. You can then use the merged document to
prepare a final version.

Merge reviews e -]
-ty B AN Markup - £ Previvus ™ N
. . . D ) Show Markup ~ 5 Next Ijl @ L L:

1 On the Review tab, in the Compare group, click Compare and e - A Rt Compare Wock Hestnt st ke

choose Combine in the gallery. " rans = changes iafg] ompoe- TN
=l Compare two versions of a
. . .. . v document (legal blackling).

2 Specify the first document containing review changes by clicking o - 1
the down-arrow and selecting from the list of recently used docu- > f&'ﬂi?ili”‘.‘!?:;'!il‘cTnf‘,‘l‘ﬂ?}
ments, or you can select the folder icon to browse for another file.

In the same way, specify the second document containing changes. 4 2

3 In each Label Unmarked Changes With text box, type a name or l
other text to identify the source of the changes in the correspond- Combinelooiments i
. . Origing) document Revised document
Ing version Of the document. nngnu Report.doc v| Annual Report JR.doc v

. . A Labgl uhmarked changes with: Malhliﬂanlrnhllrd Lapel unmarked changes with: lamie Reding

4 |If the dialog box isn't expanded, click More. i 3
Leave the check boxes selected in the Comparison settings section T =
for only the types of changes that you want to have marked in the LR s raienbory | [RUEEIRRR SRR R s Redingy
result of the combination. | = 7

<< Less OK  —ryee————
. . . Comparson settngs

6 Choose whether the combination will be made character by charac- (8 s ons S
ter or word by word. Also, choose where the changes will be shown. e bl 0 L §
You can choose for the changes to appear in one or the other of the = R
documents being combined, or in a new third document. ko ontd

. . Show changes at: Show changes in:
7 Click OK and save the combined document. ©) Character e O oranatdocument B 6
(®) wora level () Revisea document
(®) New document

TIP  You can combine only two documents at a time. If you
have several reviewed versions to combine, first combine two of
them and then combine the result with a third reviewed version, and
so on.

)

)

TIP When you combine documents, the result can contain
formatting changes from only one of them. If Word detects

formatting changes in either source document, a dialog box gives you
a choice of which set of formatting changes to keep in the result.

Merging reviewed versions: Merge reviews
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Index

Symbols

* (asterisk), wildcard searches, 57

@ (at sign), wildcard searches, 57

? (question mark), wildcard searches, 57

A

accepting document changes, 358
accounts, blog, 375
activating apps, 410
adding
commands to the toolbar, 16
comments, 350
common misspellings to AutoCorrect, 72
rows and columns, 187
words to custom dictionaries, 69
addresses
adding to envelopes, 316
formatting on envelopes, 323
aligning
floating objects, 282
pictures and text, 283
alignment
cells, 192
guides, 282, 283
paragraphs, 107
tables, 189
anchor, for picture, 283
applying set styles, 177
apps
from the Office Store, 406
using in documents, 410
art borders, 153

artistic effects in pictures, 295
asterisk (*), wildcard searches, 57
at sign (@), wildcard searches, 57
attachments, email, 332
AutoCorrect

adding common misspellings, 72

using AutoCorrect entries as shortcuts, 74
AutoFormat

manual AutoFormat, 78

setting options for, 76
AutoRecover, 28
AutoText, 63

background for Office, 428
backgrounds, removing from pictures, 293
Backstage view

about, 20

printing, 34

templates, 41
bibliographies, 264
Block Authors command, 373
blogging, 375
blue squiggles

formatting, 69

grammar, 68
bold, applying, 19
booklets, printing, 34
bookmarks

mail merge, 343

using, 211

borders
applying around a page, 151
dragging row and column borders, 188
styles, 116
Borders and Shading dialog box, 118
breaks (line and page), 113
Building Block Gallery content control, 218
building blocks
creating, 62
inserting, 61
organizing, 64
built-in footers, 138
built-in headers, 138
built-in page numbers, 138
built-in themes, 173
built-in watermarks, 237
bulleted list styles, 120
business cards, 326
business documents, 2

C

captions, inserting, 262
categories for blog posts, 377
cells
alignment and direction, 192
merging and splitting, 191
setting tab stops in, 186
center-align shortcut, 19
changes
accepting and rejecting document
changes, 358
tracking, 353
viewing changes made by coauthors, 373

changes 447



changing
bulleted or numbered lists, 121
character formatting, 103
numbering values, 126
character formatting, changing, 103
character styles
applying from the Styles gallery, 93
defined, 90
characters
allowed in path file names, 24
charts, building, 304
Chart tool, 272
Check Box content control, 218
citation style, 264
clipboard
pasting contents, 19
using, 45
closing documents, 19
cloud computing
logging on to Office with Microsoft
Account, 10
coauthors
communicating with, 374
working with, 372
collapsing headings, 59
color balance, pictures, 290
colors
font, 104
paragraph shading, 116
themes, 173, 174
transparent color in pictures, 296
columns
adding and deleting, 187
changing number of, 148
multicolumn, 148
resizing, 188
Combo Box content control, 218

448 changing

commands

adding and removing from the toolbar, 16

assigning keyboard shortcuts to, 417

shortcuts for undo and redo, 19
comments

adding, 350

replying to, 351

showing and hiding, 352

comparing reviewed document versions, 359

configuration, AutoRecover, 28
content controls
grouping for a form, 222
inserting, 217
inserting document property content
controls, 223
contextual errors, 68
contextual tab, objects, 14
converting text to a table and back
again, 184
copying
Excel tables into Word, 183
formatting to another location, 106
items, 45
selections, 19
windows, 280
counting words, 82
cover pages, inserting, 154
cropping pictures, 286
cross-references, 216
Ctrl key (for discontinuous selection), 42
custom dictionaries, adding a word to, 69
custom templates, basing a new document
on, 168
cutting
items, 45
selections, 19

data, changing in diagrams, 310
date fields
formatting, 208
inserting using shortcuts, 210
Date Picker content control, 218
defaults
AutoCorrect, 72
headers and footers, 228
spacing in Normal style, 110
views, 17
definitions, obtaining, 79
deleting rows and columns, 187
deselecting, 42
diagrams, SmartArt, 308
dialog boxes
creating new styles with, 99
modifying styles with, 95
dictionaries
adding a word to custom dictionary, 69
custom, 432
definitions, 79
digital signatures
adding, 403
trusted locations and publishers, 387
discontinuous selection with Ctrl key, 42
display
customizing, 414
options, 429, 439
resolution, 6
Document Inspector, 392
documents
accepting and rejecting changes, 358
adding comments to, 350
adding envelopes to, 320
apps, 410
basing on a custom template, 168
closing, 19



comparing reviewed versions, 359
digital signatures, 403
exporting to other file types, 26
getting information about, 23
headers, 228
linking to, 214
linking to locations within, 212
margins, 140
merging reviewed versions, 361
navigating, 50
opening, 19, 20, 29
passwords, 394
presenting online, 378
printing, 34
privacy settings, 391
properties, 223
read-only or final, 400
recovering, 28
saving, 19, 24
sending by email, 332
setting options for track changes, 356
sharing, 367, 370
showing and hiding
comments, 352
tracked changes, 354
starting
a new document, 40
Word with an existing document, 12
tracking changes, 353
Word Web App, 364
downloading
proofing packages, 87
templates, 159
dragging row and column borders, 188
drawing shapes, 298
Drop-Down List content control, 218

E
editing
headers and footers, 139
options, 436
PDF documents, 22
security, 397
templates, 161
in Word Web App, 368
effects
themes, 174
WordArt, 312
email, sending documents, 332
Encarta Dictionary, 79
endnotes
adding, 241
formatting, 242
end points in shapes, 303
entries (index), 255
envelopes
address formatting, 323
printing multiple copies, 320
printing single envelopes, 316
size and print options, 318
even and odd headers and footers, 171
examples
creating new styles with, 98
modifying styles with, 94
Excel
copying table into Word, 183
data source for mail merge, 337

expanding
headings, 59
objects, 31

exporting documents to other file types, 26

expressions, wildcard

in find expressions, 56

in replace expressions, 58
Extend Mode, F8 key, 43

F

F8 key (Extend Mode), 43
Field dialog box, 200
fields
cross-reference fields, 216
Field dialog box, 200
formatting using switches, 205
inserting from the keyboard, 202
inserting page and date fields using
shortcuts, 210
mail merge, 341
options, 438
StyleRef fields, inserting, 236
table of contents, 246
toggling field codes and updating, 203
XE fields, 255
figures, tables of, 262
File Block settings, 385
files
default file format, 434
default location, 435
locations, 441
path names, 24
Protected View, 383
SkyDrive, 370
trusted locations, 387
file types, exporting documents to, 26
filling shapes, 300
final documents, 400
Find dialog, 52
finding
templates, 159
using wildcards, 56
Flickr, inserting pictures from, 277
folders, user templates, 157
fonts
character formats, 94
themes, 173, 174

fonts 449



footers
extracting text for, 234
inserting, 138
odd and even, 171
unlinking, 232
footnotes
adding, 241
formatting, 242
formatting
changing character formatting, 103
copying to another location, 106
default file format, 434
diagrams, 309
envelope addresses, 323
fields using switches, 205
footnotes and endnotes, 242
Format Painter, 106
highlighting, 105
replacing, 54
revealing existing formatting styles, 132
security, 397
setting AutoFormat options, 76
styles
about, 90
adding borders and shading, 116
bulleted or numbered lists, 120
changing character formatting, 103
changing line and paragraph
spacing, 110
changing numbering values, 126
changing paragraph alignment and
indents, 107
creating and modifying, 94
kinds of, 90, 91
line and page breaks, 113
using multilevel numbered
headings, 128
table of contents, 249

450 footers

text entries in the AutoCorrect list, 74
WordArt, 313
forms, grouping content controls for, 222

G

galleries, selecting building blocks from, 61
General tab, 428
grammar
correcting, 68
options, 430
setting proofing language, 86
using the grammar pane, 70
grouping
content controls for a form, 222
shapes, 302
groups
adding tools to, 426
creating on the ribbon, 423

H

header rows, repeating, 193
headers
changing, 228
extracting text for, 234
inserting, 138
odd and even, 171
portrait header on landscape pages, 145
unlinking, 232
headings
collapsing and expanding, 59
list of, 50
spanning across multiple columns, 149
table of contents, 243
using multilevel numbered headings, 128
Help system
about, 36
shortcut for, 19

hide and show codes, 203
hiding
comments, 352
ribbon, 15, 19
tracked changes, 354
highlighting, 105
hyperlinks
bookmarks, 211
cross-references, 216
inserting, 212
hyphenation
automatic, 113
preventing, 115

illustrations, about, 270
indents, 107
indexing
about, 255
multiple indexes, 258
Info page, 23
inserting
art borders, 153
bibliographies, 268
blank pages at the end of a section, 136
bookmarks, 211
building blocks, 61
built-in page numbers, 138
charts, 304
comments, 350
content controls, 217
cover pages, 154
cross-references, 216
diagrams, 308
document property content controls, 223



fields K locations
from the keyboard, 202 default file locations, 435
using the Field dialog box, 200 files, 441
group content controls, 222 trusted, 387
headers and footers, 138 Lock Tracking, 356
hyperlinks, 212 logon, to Office with Microsoft Account, 10
indexes, 257 lost documents, recovering, 28

keyboard
customizing, 417
inserting fields from, 202
recording macros, 444
selecting text, 43

odd and even headers and footers, 171 shortcuts
o about, 18
online video, 278 , assigning to a command, 417 M
p;gce andzd;4te fields using shortcuts, 210 assigning to symbols, 420 macros, recording, 444
pic fL;:)enS]’ online, 276 keytips, using with keyboard shortcuts, 18 mailing labels, 326
from SkyDrive or Flickr, 277 mail merge
from your computer, 274 L a.dftllnlg fields, 341
screenshots, 280 labels finishing, 346
section breaks, 136 mailing, 326 recipients, 337
shapes, 298 mail merge to, 335 rules, 343
StyleRef fields, 236 landscape pages, portrait headers, 145 starting, 334
table captions, 262 language main header, creating, 228
table of contents, 245 setting proofing language, 86 manual AutoFormat, 78
table of tables or table of figures, 263 translations, 83 manual spell check, 70
tables, 181 left-align, shortcut for, 19 margins
tab stops on the ruler, 180 line borders, 151 choosing, 140
text, 44 linebreaks, 113 T({rror margins, 170
i i ; ; marking
:c;:':ek?r?:;eriglg; ::ziesng;Tgs cgglnging with styles, 110 Fiocument.for a table of contents, 252
WordArt, 312 linking index entries, 255
inspecting, documents, 392 a chain of text boxes, 198 text for no proofing, 88
installing, apps for Office, 408 to documents or webpages, 214 markup, viewing, 352, 354
Internet to Excel worksheets, 183 merging
finding help on, 37 to locations within your document, 212 ceII.s, 191 .
security, 390 lists ‘reV|ewed document versions, 361
invitations, sending, 378 bulleted or numbered lists with styles, 120 ~ Microsoft Accounts
italics, applying, 19 Drop-Down List content control, 218 logging on to Office, 10
including unnumbered paragraphs in, 126 Off|Fe Store apps, 406
J multilevel list styles, 128 ;i“'”g up, 6
sorting, 225 yDrive, 370

justifying text, 107 Microsoft Excel 2013, charts, 304

Microsoft Excel 2013, charts 451



Microsoft Office
logging on with Microsoft Account, 10
Office clipboard, 48
Microsoft PowerPoint 2013, charts, 304
Microsoft SharePoint Workspace, 370
minimize, ribbon, 415
Mini Translator, 85
mirror margins, 170
modifying, styles, 94
mouse, selecting text, 42

N

names, preparing a list of for sorting, 225
Navigation pane
about, 50
organizing topics, 60
search feature, 51
Normal.dotm, starting a new document, 40
Normal style
default spacing, 110
shortcut for applying, 19
Normal template, using, 156
numbers
built-in page numbers, 138
changing values, 126
headings, using multilevel numbered
headings, 128
numbered lists, styles, 120
Numbering Library, 125
numeric fields, formatting, 207
numeric picture switch, 205

o

objects
contextual tab, 14
expanding, 31
odd and even headers and footers, 171

452 Microsoft Office

Office Background, 428
Office clipboard, 48
Office.com, templates, 159
Office Store, apps, 406
OFFLINE, 36
online

accounts, 32

pictures, inserting, 276

presentation of documents, 378

video, inserting, 278
opening

documents, 19, 20

in Word Web App, 364

options for, 440

unsaved documents, 29

Word Web App in Word, 369
options

Advanced page, 436

Display tab, 429

General tab, 428

spelling and grammar, 430
Organizer, Building Blocks, 64
orientation of pages, 144
outline of shapes, 300
Outline view

about, 17

organizing topics, 60
overtyping

switching between insert and

overtyping, 44
text, 44

P

pages
applying borders around, 151
fields, inserting using shortcuts, 210
inserting blank pages at the end of a
section, 136

inserting cover pages, 154
numbers
built-in, 138
updating in the table of contents, 248
orientation of, 144
portrait headers on landscape pages, 145
positioning pictures on, 282
size of, 140
paragraphs
breaks, 113
changing alignment and indents, 107, 109
changing spacing with styles, 110
numbered lists, 126
shortcuts for left-, right- and
center-align, 19
styles
applying from Styles gallery, 92
defined, 90
paragraph styles
applying from the Styles gallery, 92
defined, 90
passwords, documents, 394
pasting
a table from Excel, 183
clipboard contents, 19
items, 46
from Office clipboard, 48
using Paste Special, 45, 46
PDF documents
editing, 22
saving, 26
using, 11
pictures
aligning, 283
blog posts, 376
changing the appearance of, 290
content control, 218
cropping, 286



inserting
from online, 276
from SkyDrive or Flickr, 277
from your computer, 274
options, 437
positioning on page, 282
recoloring, 292
removing backgrounds, 293
replacing, 288
resizing, 284
special effects, 293, 295
transparent color, 296
watermarks, 239
placeholders
bibliographies, 266
text, content controls, 219
Plain Text content control, 218
portrait headers, landscape pages, 145
positioning, pictures on the page, 282
posting
blog entries, 377
invitations, 378
presentations, 379
printing
business cards, 328
documents, 34
envelopes, 322
labels, 326, 331
multiple copies of an envelope, 320
options, 439
shortcut for, 19
single envelopes, 316
templates for two-sided printing, 170
Print Layout view
about, 10, 17
using, 17

proofing, changing the proofing language of
text, 86
properties
content controls, 220
documents, 23, 223
Protected View, 383
publishers, trusted, 387

Q

question mark (?), wildcard searches, 57
Quick Access Toolbar, 16
customizing, 421
Quick Style gallery, 442
Quick Tables building block gallery, 181

R

Reading view of Word Web App, 364
Read Mode

about, 10

optimization of, 17

using, 30
read-only documents, 400
recoloring, pictures, 292
recording, macros, 444
recovering, documents, 28
redo, shortcut for, 19
red squiggles, 68
rejecting, document changes, 358
removing

backgrounds from pictures, 293

commands from the toolbar, 16

unwanted parts of pictures, 286
repeating, header rows, 193
Repeating Section content control, 218
replacing

formatting, 54

pictures, 288

text, 54

using wildcards, 56
wildcards in replace expressions, 58
replying, to a comment, 351
resizing, rows and columns, 188
resolution, display, 6
restoring, using the Undo list, 49
revealing, existing formating, 132
reviewing
document versions and comparing, 359
merging reviewed document versions, 361
ribbon
about, 14
adding a ribbon item to the Quick Access
Toolbar, 421
buttons
adding borders and shading with, 116
formatting text with, 103
changing paragraph alignment and
indents, 107
hiding or showing, 19, 415
resizing pictures, 285
tabs and groups, 423
Rich Text content control, 218
right-align, shortcut for, 19
rotating
pictures, 284
text in table cells, 192
rows
adding and deleting, 187
repeating header rows, 193
resizing, 188
ruler
changing paragraph alignment and
indents, 107
tab stops, 180
rules, mail merge, 343
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S
saving
building blocks, 62
documents, 19, 24
options for, 440
templates, 163
screen, customizing, 414
screenshots
inserting, 280
using, 271
ScreenTip Style list box, 428
search, Navigation Pane, 51
sections
breaks, inserting, 136
headers, 228
inserting blank pages at the end of, 136
security
digital signatures, 403
Document Inspector, 392
document passwords, 394
editing and formatting, 397
marking documents read-only or
final, 400
privacy settings, 390
Trust Center, 382
trusted locations and trusted
publishers, 387
selecting
objects behind text, 283
text, 42
text that has the same style, 102
selections

copying, 19
cutting, 19
shading

Borders and Shading dialog box, 118
styles, 116
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shapes
changing appearance of, 300
cropping to, 287
gallery, 271
inserting, 298
SharePoint server
opening documents from, 20
SkyDrive, 370
sharing
using SkyDrive, 370
with Word Web App, 367
shortcuts
assigning, 417
inserting page and date fields using, 210
obtaining synonyms, 80
starting Word, 12
using AutoCorrect entries as shortcuts, 74
show and hide codes, 203
Show/Hide button, revealing formatting, 132
showing
comments, 352
ribbon, 19
tracked changes, 354
Simple Markup view
showing and hiding comments, 352
tracked changes, 10
SkyDrive
inserting pictures from, 277
opening documents from, 20
sharing, 370
SmartArt, 272
creating diagrams, 308
social networking, with SkyDrive, 371
sources, bibliographies, 265, 266
spacing, changing line and paragraph
spacing, 110
special effects, pictures, 295

spelling
adding common misspellings to
AutoCorrect, 72
correcting, 68
manual spell check, 70
marking text to ignore spelling, 71
options, 430
setting proofing language, 86
using AutoCorrect entries as shortcuts, 74
splitting, cells, 191
squiggles underlining text, 68
starting the Word program, 12
status bar
show or hide items, 414
word count, 82
Style Inspector, 133
StyleRef fields
headers and footers, 234
inserting, 236
styles
about, 90
adding borders and shading, 116
bulleted or numbered lists, 120
changing
character formatting, 103
line and paragraph spacing, 110
numbering values, 126
paragraph alignment and indents, 107
citations, 264
creating and modifying, 94
custom styles, 234
envelope addresses, 324
gallery
applying character styles, 93
applying paragraph styles, 92
mail merge, 323
options, 442
revealing existing formatting, 132



security, 397
style sets, using, 173
Styles pane, 100
table of contents, 249
using multilevel numbered headings, 128
using table styles for uniform
appearance, 194
switches, formatting fields using, 205
switching, views, 17
symbols, assigning keyboard shortcuts
to, 420
synonyms, obtaining, 79

-

tab stops
creating on the ribbon, 423
inserting on the ruler, 180
table cells, 186

table of contents
generating, 243
multiple table of contents, 252
styles, 249
updating, 248

tables
adding and deleting rows and

columns, 187
alignment, 189
cell alignment and direction, 192
converting text to a table and back
again, 184

copying an Excel table into Word, 183
inserting, 181
merging and splitting cells, 191
repeating header rows, 193
resizing rows and columns, 188
setting tab stops in table cells, 186
tables of tables and tables of figures, 262
text wrapping, 190

using table styles for uniform
appearance, 194
table styles, 90, 91, 194
templates
basing a new document on a custom
template, 168
blog posts, 375
customizing, 161
designing, 165
finding and downloading, 159
labels, 326
modifying and saving, 163
Normal template, 156
saving changes, 64
security, 397
starting documents with, 40
two-sided printing, 170
user templates folder, 157

text
adding to shapes, 302
aligning, 283

converting to a table and back again, 184
direction in cells, 192
entering text in a new blank document, 40
extracting for headers and footers, 234
fields, formatting, 209
headers and footers, 228
inserting and overtyping, 44
marking
to ignore spelling, 71, 88
replacing, 54
selecting, 42
sorting selected list text, 226
translations of selected text, 84
watermarks, 238
text boxes
as a shape object, 298
inserting, 196
linking a chain of text boxes, 198

text wrapping
charts, 306
pictures, 282
tables, 190
themes
using, 173
using table styles for uniform
appearance, 194
thesaurus, synonyms, 81
thumbnails, Navigation Pane, 50
toggling, field codes, 203
tools, adding to groups, 426
topics, organizing, 59
touchscreens, 7
tracking changes
setting options for track changes, 356
showing and hiding tracked changes, 354
Simple Markup view, 10
turning on track changes, 353
translations, 83
transparent color, pictures, 296
Trust Center, 382
trusted locations and trusted publishers, 387
two-sided printing, templates, 170

U

underline, applying, 19
undo
shortcut for, 19
using, 49
unlinking, headers and footers, 232
unsaved documents, recovering, 29
updating
fields, 203
table of contents, 248
user name and initials, 428
user templates folder, 157
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Vv

versions
comparing reviewed document
versions, 359
exporting to earlier Word file formats, 26
merging reviewed document versions, 361
previous versions of Word
compatibility with Word 2012, 3, 21
saving new versions of documents, 25
video, inserting online video, 278
viewing markup, 352, 354
views, switching, 17
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w

watermarks, inserting, 237
Web Layout view, about, 17
webpages, linking to, 214
what's new, 10
white space, show or hide, 416
wildcards
find and replace, 56
replace expressions, 58
Windows 8, Word shortcut, 13
windows, copying, 280
WordArt, effects, 312
words, counting, 82
Word Web App, 11, 364
worksheets, links to Excel worksheets, 183
wrapping table text, 190

X

XPS (XML Paper Specification), support
for, 26
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What do you think
of this book?

We want to hear from you!
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