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11.0 OBJECTIVES

At the end of this unit, you should be able to:

e understand the utility of the feature mail merge;

e create a master document for mail merge;

create a data source or how to link an existing data source; and

204 e merge, edit, and print the created document.



11.1 INTRODUCTION

The Mail Merge feature of MS Word is an important feature for everyday
office work for mailing documents to different individuals. It makes the job
simpler and easy to execute. Many times, in the office environment we need
to send the same content of a letter to different individuals or addresses. With
the use of mail merge, we can send the same letter to a number of persons
without typing the receiver’s detail again and again. We can also print
envelops, labels of different addresses using this feature.

11.2 MEANING OF MAIL MERGE

In an office environment, many times a similar type of letter or document is
needed to be sent to many individuals at different destinations. These
documents may contain the receivers’ information like name, address, phone
number, etc. with the main content. The purpose is to individualize the
information for example a personal invitation to meeting or function. If the
recipients are smaller in number it can be done by typing the information of
each individual and making copies of the same letter. But if the number of
recipients intended ate huge than manual typing may be time-consuming and
prone to errors.

Mail merge eliminates such issues and hundreds of letters can be created with
individualize content with the main content within minutes. The volume of
the recipients becomes immaterial Mail merge, in other words, is the process
of transferring selected information from one document to another document.

11.3 COMPONENTS OF MAIL MERGE

To execute Mail Merge following two main components are required:
e The letter also called the main document which needs to be merged.

e Data source with proper header row which contains the information of
the individuals for whom letter to be generated. Header row for the data
source is important because it plays the role of linkage between data and
document.

Mail merge options of the MS Word read the data and merge it with the main
document to generate letters for all in the data source.

Main focument Data S?urce

Fig. 11.1: Mail Merge Options
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Main Document

In mail merge, Main document is the common letter, which contains the
common content for each of the merged documents. It contains field
names which are inserted at required places in the document, which
contains the instruction for carrying out the merge.

Data Source

Data source is the records of individuals to who letters to be sent also
called Data File. The information stored in the data files is brought into
main document by mail merge. The data file table should contain a
column for each category of information’s like for name one column, for
phone no another column. Header row the first row of the table. It
contains field names which indicate the type of information in each
column. Each filed name must be unique and must begin with an
alphabet letter.

Form Letter

Form letter is the document created out of mail merge, which contains
the content of the main document with each piece of information from
the data source. So, if we have 50 rows of information in the data source
form letter will be of 50 pages with the same content but changed field
information from the data source.

Check Your Progress A

1)

3)

What is the utility of mail merge?
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4) Why header filed important for mail merge?

114 HOW TO MERGE MAIL

The process for mail merge is a three-step process

e C(Create the data source (you may already have it in primarily in excel
format)

e (Create the main document

e  Merge the data with document

11.4.1 Create Your Data Source

e Create an excel spreadsheet, creating a header for each field e.g. Name,
Address, City, State, Pin Code, Email Id, etc.

e It is preferred that name should be divided into First Name and Last
Name in two separate columns for filtering alphabetically if needed.

e If you are using currency symbol in amounts do not use excel formatting
rather change the column to text, otherwise, the dollar sign will not show
up in your letter.

Account-Manager
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’?.-" * :“ Wrap Text : Tt *1I'] F 1 7
\ = &

= = f_‘EMrsrgE&Cc-nte: . \‘\i - o y &0 00 Condtional Format as

T~ | Formatting* Table*
Alignment ] Mumber
F G H | ] |
City State Postal Code Amount
WichitaFalls TX 76308 | [$100

NewYork  NY 10020 '$1,000,000
r
westin, Storybrooke ME 12314 S50
NewYork NY 10020 $250

Fig. 11.2: Creating Data Source
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11.4.2 Create the Main Document

Prepare the letter in MS Word. While creating a letter it is a great idea to
insert placeholders where you intent to merge the information from data
source e.g. [City], [State] etc.

11.4.3 Merging Document with Data Source

e Under ‘Mailing’” Tab in MS Word click on ‘Start Mail Merge’ and click
on ‘Step by Step Mail Merge Wizard’

n_, L—| L B
HOME INSERT DESIGN PA&GE LaYOUT REFERENCES BeLAL Thacs™ REWICW VI ACROBAT

2
Ervetlepes labels | Seart Biail Sebact
Menge = Recipients -

- Crmiihe Letter Write & Inserd Fialda Bee

[Date]

[Autdrass)

Fig. 11.3: Merging Documents for Mail

e A window will appear to the right of your document that will say ‘Select
Document type’ For this example choose ‘Letter’

Mail Merge -

Select document type

What type of document are
you warking on?

& Letters
E-mail messages
Envelopes
Labeis
Directory

Letters

Send lefters to a group of
people, You can persanalize
the letter that each person
reCeives.

Click Next to continue,

Fig. 11.4: Selecting the Document Type
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At the bottom, click on Next: Stating Document.

The next step will read ‘Select Starting Document’. If you have the letter
already prepared leave this section and choose ‘Use the Current

Document’.

Next click ‘Select Recipients’ at the bottom. You will find ‘Use an
existing List” with the ability browse for your list.

Click on the ‘browse’ button and find your list on your computer that
you have created in Excel.

On finding your document click ‘open’, and a box will appear says
‘Select Table’. Click Okay.

Mail Merge >
L SEER T

& Llse an existing lst )

-\""-\-\_\_\_\_\_\_ = __,_,_'-""'-J
sefertfromOutidok contads

Type 3 nevw list

Use an existing list
Use mames and addresses
from 3 file or adatabase.

"fr- [ Browte H'I

TECIpIent list,

Fig. 11.5: Select Recipients

Select Table

MName

lsveeis

L 1

Description  Modified Created Type
12:00:00 AM 12:00:00 &AM TABLE

|| First row of data contains column headers OK

Cancel

Fig. 11.6: Selecting Table

You can then see the data that you have created. You can also choose

leave certain names you may not require for this letter then click ‘ok’.
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Fig. 11.7: Mail Merge Recipients

e The table will close and the dialogue box on the right side will say
‘Currently Your Recipients Are Selected From” and will show the title of
the excel spreadsheet document.

Mail Merge - (™%
Select recipients

(® Use an existing list
| i Select from Outlook contacts
| Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Sheet1$] in "Account-Managers-
] Select a different list...

[ Edit recipient ist...

Fig. 11.8: Selecting Recipients

e At the bottom of the document select ‘Write your letter’ option.
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e From there you can start adding your fields from the spreadsheet that you
have linked. For example, highlight the placeholder marked [Address]
and then click on the address block. The spreadsheet will pull in the data
from your spreadsheet.

e Next go to ‘preview your letter’. Review the letters created, if you are
satisfied click on ‘Complete the merge’, you can either save the new

Mail Merge ™ X

Write your letter

If you have not already done
50, write your letter now,

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

[ Address block..

[ Greeting line..

[ Electronic postage...
M0 More items...

When you have finished
writing your letter, click Next.
Then you can preview and
personalize each recipient's
letter.

Fig. 11.9: Writing Letter

document with a file name or can print it directly.

e [t will give you the option to click on ‘print current record’ or you can

print all of the letters from your database

Check Your Progress B

Merge to Printer

Print records

® Al

Currant record
Erom: To:

Lok ||

Cancel

Fig. 11.10: Merge to Printer

State if the following statements are true or false

a) For mail merge document, you need to create the main document.

b) To create Data Source, choose the get data button from the mail merge

helper box.

Advanced Tools Using
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Word Processing c¢) For adding a new field, type the name of the field in the record name
box.

d) After creating the main document and data source, the third step is to
merge the main document with the data source.

€) You can directly print the form letters without previewing them.

f) Merge and query are two options available in the merge dialog box.

11.5 EQUATION EDITOR

Writing mathematical and scientific equation is a difficult proposition. MS
word equation editor feature makes it simple. You can insert common
equations from its built-in features instantly. Also, you can write your
equations which are not built-in easily with the help of equation editor. In this
section, we will explain how to use equation editor effectively.

11.5.1 Starting Equation Editor

Go to insert tab and click equation to see the available built-in list of

equations.
B -
d 1] l"?, ;| X 4 - L Y,
Quastion 1 :
oM

Fig. 11.11: Equation Editor

Choose the desired equation by clicking it, it will be automatically added into

the document. Now click the drop-down button present in the equation box
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for more options. Click change to inline to place it in the line you have
edited.

i save as New Equation..,
.»  Professional
g? Limear
Change to Inline
ju-sﬁﬂcat'run »

Fig. 11.12: Change to Inline

On clicking the equation will be placed properly in line as shown in the
screenshot below.
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Fig. 11.13: Inline Equation

For editing equation values, click inside the equation box to change value
manually.
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Fig. 11.14: Editing Equation Values
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Word P i . . . . ) :
ore Trocessing For viewing or checking equivalent linear equation, click on the drop-down
button in equation box and click Linear. You can also save the newly created

equation through a single click on Save as New equation.
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Fig. 11.15: Checking Equivalent Linear Equation

11.5.2 Creating New Equations

If you want to write an equation which is not present in the built-in list, go to
Insert Tab and from Equation option, click on Insert New Equation.
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Fig. 11.16: Creating New Equation
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Upon clicking Equation Tools Design Tab will appear, from the structure Word Processing

group you can select new equation from a given extended list. From symbols
group you can choose different symbols to use with equations.

TE i o . - - : f.# X j"u .::._
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Fig. 11.17: Design Tab

Now for inserting another equation chooses the equation you want to insert in

the document from the Structures group.
5 r e g jm A Q]
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By Matrres.

bleniity Matrs r

Rty ety Bty

Sparis Matrres

Fig. 11.18: Structures

On clicking it will automatically insert equations into the document.

11.6 TRACKING

Tracking is primarily used for managing document revision. Use the Track
Changes feature to mark changes. Review a document to accept and reject
changes.

11.6.1 Track Changes

Track changes are used to review changes made in the document. To use
track change got to Review Tab, in the tracking group click the track change
button, track change will be turned on 215
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Fig.11.19: Track Changes

Track Changes indicator can be also activated in the status bar, to activate
right-click the status bar and select Track Changes.

Page: 1 0of1  Words: 0 Track Changes: On | @

Fig.11.20: Options in Track Changes

When you turn off track change you can revise the document without
marking what was changed. To turn off track change got to Review Tab, in
the tracking group click the track change button, track change will be turned
off.

Click the Track indicator on the status bar once, the indicator will be off.

Note: Turing off the Track change does not remove any changes that have
already been tracked.

11.6.2 Tracking Options

Tracking options allows you to set how tracked changes in the document are
displayed.

By default, changes are displayed in the following way:

1) Insertions (where additional text is entered) are shown with an underline
flavours

2) Deletions (where text is deleted) are shown with a strikethrough

FeE il

3) Changed lines (marks all changes) are shown as a vertical line to
theleftof the line or paragraph where a change has been made.

Spices %
| unforge
need for
| cinnamc
cabinet"

To change how tracked changes are displayed:



1) Go to Review/Tracking group and click the dropdown arrow on the
Track Changes button.

2) Select Change Tracking Options

=D ] 4% Final Showin
| = i

| = Show Markug
Track |Balloons

Changes~ ~  (P] Reviewing Pal

# Track Changes

Change Tracking Options...

Change User Name...

Fig. 11.21: Selecting Change Tracking Options

The following dialog box will appear where you can customize the tracking

displays
Track Changes Options ? X
Markup
Insertions: “’j Color: | By author i
Deletions: | Strikethrough ] Color: . By author ~
Changed lines: | Outside border ¥ Color: . Auto [v
B :
= |
Comments; . By author -V.
Maoves
Track moves
Maoved from: |Double strikethrough [~ Color: . Green v
Mowed to: Double underline ~ | Color: . Green [« |

Table cell highlighting

tnserted cels: [ ] Light Blue | Mergedeels: ([ ] Light velow |~

Deleted cells: D Pink ~ | Split cells: D Light Orange | >
Formatting

Track formatting

Formatting: :{none) ~ | Color: . By author =
Balloons

Use Balloons (Print and Web Layout): | Only for comments fformatting w

Preferred width: |6.5cm = | Measure in: Centimeters w

Margin: | Right b

Show lines connecting to text

Paper orientation in printing: |Force Landscape v

Cance

Fig. 11.22: Change Tracking Options

11.6.3 Reviewing Changes

The Changes group on the Review ribbon can be used to review, accept and
reject tracked Changes.
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Changes

Fig. 11.23: Reviewing Changes

The Next and Previous buttons select the next or previous change in the
document.

Use Accept to accept the change that has been made.

Use Reject to reject the proposed change, and change the wording or
formatting back to how it was originally.

When all changes have been reviewed, the following message appears to
indicate that there are no tracked changes left in the document.

Microsoft Office Word @

! E The document contains no comments or tracked changes,

Fig. 11.24: Message Showing No Track Changes Left

Check Your Progress C

1) What is the utility of Equation Editor?
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3) What are the steps to create a new document and save it? )
Word Processing

11.7 REFERENCES

11.7.1 Footnote or Endnote
To insert a footnote or endnote:

1) Place the cursor where the footnote or endnote number is to appear in the
document text, and go to the References/Footnotes group.

2) To insert a footnote, click the Insert Footnote button; to insert an
endnote, click the Insert Endnote button.

3) Enter the text for the footnote or endnote; then click away from where
you have typed
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Page Layout References

ABl [;] Insert Endnote

Ag Mext Footnote ~

Insert _
Footnote =1 Show Notes
Footnotes M
AR lymnsert Endnote
Insert
Footnote

Fig. 11.25: Inserting References
To review footnotes or endnotes in a document:
1) Go to the References/Footnotes group.
2) Click the dropdown arrow to the right of the Next Footnote button.

3) Select from the options provided to proceed directly to the next or
previous footnote or endnote in the document.

AR Next Footnote|= —

]

Page Layout References

Timam

; A  Next Footnote
. i1 Insert Endnote
Previous Footnote
AB Next Footnote ~
Insert . Next Endnote

Footnote = >how Note

Footnotes F

Previous Endnote

Fig. 11.26: Footnotes
To delete footnotes or endnotes:
1) Select the footnote or endnote number from within the document text.

2) Press Delete.
11.7.2 Indexes

To make index entries
1) Select the word or phrase from within the document text.
2) Go to the References/Index group and click the Mark Entry button.

3) In the Mark Index Entry dialogue box, click Mark to mark the selected
occurrence of the word/phrase. To mark all occurrences of this text in the
document, click Mark All

4) With the Mark Index Entry dialogue box open, repeat steps 1 and 3 to
220 continue marking other words/phrases in the document.



5) Click Close to exit the dialogue box.

TR ark Index Entry EI@

dex

[ =) Insert Index ain gniry: [GIOVER |

Cloves =l o
Y Update Index | subentry: ‘ ‘
Mark
Entry stions
i () Cross-reference: |SEE ‘
@ Current page
() Page range

Page number Format
[Jeold
[] ttalic

This dialog box stays open so that vou can mark multiple
index entries.

l Mark ][ Mark Al ][ Cancel J

Fig. 11.27: Indexes

To create an index
1) Position the cursor where the index is to appear.
2) Go to Reference/Index and click the Insert Index button.

3) Select settings for index formatting using the Index dialogue box, and
click OK.

References Index 71X
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Fig. 11.28: Creating Index
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To include and update additional index entries once the index has been
created:

1) Mark the words or phrases to be added to the index (see ‘Marking index
entries’).

2) Click within the existing index.

3) Go to References/Index and click the Update Index button; or press the
F9 key.

11.7.3 Table of Content

Word can generate a table of contents automatically, based on the application
of heading styles in the document. In simplest terms, any headings with
Heading 1, Heading 2 or Heading 3 styles applied can be included in the
Table of Contents when it is generated. So, to generate a table of content
automatically it is a must to apply heading styles in document headings and
subheadings.

First we need to apply style while developing the content.
To apply a style:

1) Click into or select the paragraph (heading) you wish to apply the style
to.

2) Go to Home/Styles group. Click the dropdown arrow to view all the
styles available in the Styles gallery.

3) Click on the style you wish to use to apply the style to the selected
paragraph.

Once the style is applied, we can create the table of content. To create Table
of Contents

1) Position the cursor where the table of contents is to appear.

2) Go to References/Table of Contents group and click the Table of
Contents button.

3) Select from one of the preset options in the list; or select Insert Table of
Contents for further options, and click OK. The Table of Contents
appears at the cursor position.

References

=+ Add Text ~
Y Update Table

Table of
Contents =

Table of Contents

Fig. 11.29: Table of Contents



To update the table of content once changes made after creation of table of
content.

1) Click within the Table of Contents.
2) Press the F9 key. The following message appears:
3) Select Update page numbers only or Update entire table, and click OK

Update Table of Contents @@

YWord is updating the table of contents. Select one of
the Following options:

..................................................................

() Update entire table

[ OK I[ Cancel ]

Fig. 11.30: Updating Table of Contents

To remove the Table of Contents

1) Go to References/Table of Contents group and click the Table of
Contents button.

2) Select Remove Table of Contents.
11.7.4 Bookmarks

A bookmark identifies a location or a selection of text that you name and
identify for future reference. You can also add cross-references to
bookmarks.

To create a bookmark

1) Select the text to be bookmarked.

2) Go to Insert/Links group and click the Bookmark button.

3) Under Bookmark name, type or select a name. Bookmark names must
begin with a letter can contain numbers but can't include spaces.

4) Click Add. The Bookmark dialogue box closes.

Insert Bookmark @@
= Bookmark name:

?_9 Hyperlink |Stuffed_chicken_recipe Add

A Bookmark

['H] Cross-reference
Links

Sortby: (&) ame
() Location

[ ] Hidden bookmarks

Fig. 11.31: Bookmarks
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Word Processing To locate an existing bookmark

1) Go to Insert/Links group and click the Bookmark button.
2) Select the bookmark name from the list.
3) Click Go To.

Insert ookmark E‘@
g Hyperlink vokmark name:

A Bookmark

('] Cross-reference

Links

ort by: (&) Name
() Location

"] Hidden bookmarks

Cancel

Fig. 11.32: Inserting Bookmarks

Note: Pressing the F5 key opens the Go to feature in Word, where you can
select a bookmark to go to its location in the document.

Find and Replace @@
| Fnd | Reglace | @0To |

Goto f\'haE B _ Enter bookmark name:

|Page - \rStuFFed_chil:km_redns ~

| Section

| Line =
| Comment

| Footnote: o]

[ Go To ][ Close:

Fig. 11.33: Find and Replace
11.7.5 Cross-references

A cross-reference directs a document reader from one point in the document
to another. The cross-reference can refer to any of the following: a numbered
item, a heading, a bookmark, a captioned table or graphic; a footnote or
endnote.
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To create a cross-reference Word Processing

1) Enter the text that will be the preamble to the cross-reference — e.g. (see
[cross Reference]).

2) Go to Insert/Links and click the Cross-reference button.
3) Under Reference type, select the appropriate item.

4) Under Insert reference to, select what will be displayed in the cross-
reference itself.

5) Click Insert, and then Close. The cross-reference appears in the text.

=

@, Hyperlink Reference type:
A& Bookmark

) Cross-reference

LINKS

Cross-reference lg

Reference bype: Isesrt peferenee bos
Insert reference to: Bnckmart: v E:..t.si:.,.,‘ v
K Insert as hyp=rink
Bookmark text g

For which boakmerk:

Page number
Paragraph number

Paragraph number (no context)
Paragraph number (Full context)
Abovebelow

Fig. 11.34: Cross Reference
11.7.6 Citation
To create citation
1) Go to Reference Tab, click insert citation

2) To add a citation in the content of the document put the cursor where you
want to put the citation.

3) Click on the ‘References’ tab

4) Click the ‘Insert Citation’ button. If it is the first time you have cited
from the source then click ‘New Source’, however, if you have used the
source before then it will appear in the drop-down menu, as shown in the
picture below.
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References Mailings Review
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&® Add MNew Source...

—e

Fig. 11.35: Citation

5) If you are creating a new source then first you need to choose the type of
the source, such as a book or an article. Use the drop-down menu next to
where it says ‘Type of source’.

6) Fill the rest of the boxes with the relevant information, such as the
author, title, year, etc.

Type of Source v
Biblography Fields For APA
Author
D_Cm;ctats faskheor |_

Tikhe

Yoar

City
Publisher

T Shimais AN Bk s Edalele
Fig. 11.36: Create Source

7) Click OK
11.7.7 Placeholders

Placeholders can be used when you want to put a reference in, but you don’t
have all of the information yet. To put a citation in the main text of the
document you are typing then put the cursor where you want to put the

citation.
1) Click on the ‘References’ tab

2) Click the ‘Insert Citation’ button. If it is the first time you have cited
from the source then click ‘Add New Placeholder’. This is shown in the
figure below.
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Fig. 11.37: Adding Placeholder

Managing Sources
To add or delete some of the information’s from the sources
1) Click on the ‘References’ tab

2) Click on the button that says ‘Manage Sources’, in ‘Citations and
Bibliography’.

3) You can add, delete and change sources; you can see how the reference
list looks in the bottom section of this window.

Seardh: Sort by Author
e
Master List Current List

Serith, Jenndar: Leanning to Lise Woed 2007 {2007 I SOyt =2 l o Senith, Jernder; Laarmang bo se Word
Srith, 3, O Jones, Susan; How bo Inoorporate Citathons [ 2006)

Sparrow, Jennifer; How to Use Word (2007) 4!_*

« cted source
?  placeholder source

Prevvieve (APA):

Citation: ({Smith, 2007)

Fig. 11.38: Managing Sources

11.7.8 Bibliography

You can use this option to add a bibliography to the end of your piece of

work. To do this you must:

1) Click to put the cursor in the space that you want to put your
bibliography.

2) Click on the ‘References’ tab

3) Click on the ‘Bibliography’ in ‘Citations and Bibliography’ box on the

ribbon.

4) You can now choose from Bibliography/Works Cited or Insert
Bibliography. The first two options (Bibliography and Works Cited) will
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insert all the sources which are associated with the document (but will
label them differently depending on which you choose), and the final
option (Insert Bibliography) will list all the sources that are cited within
the document. The box that has these options is shown below.

-'l __':i Manage Sources ] .} Insert Table of Figure
— s style: apa - ' te T

Insert | . Insert
Citation - | @ Bibliography - Caption 7 Cross-reference
LHalid  puitt-In
Bibliography
=
Bibliography
Chen, I (PD0A) CRapions and RArflerrmcrs. Mew York: Contcns Prass.
Hasd, I, [2005). Creating & Formal Publication. Beiton: Prosewsrs, Inc.
Wrmeraer, |, O, [BOOE]. Mew to Write Blliographies. (hicage: Advesiure Werks Prew
‘Works Cited
Works Cited
Chen, I, (DO03). CRotions ond Reflerencedl. Mew York Contond Press.
Hasa, ). (D05 Creating @ Fermal Publicotion. Bedton: Prosewere, Inc.
Fig. 11.39: Bibliography
Check Your Progress D

State whether the following statements are True or False:

a) Footnote or endnote once created cannot be deleted.

b) Index and Table of Content are the same things.

¢) Placeholders can be used when you want to put a reference in.
d) Cross-reference and bookmark works differently.

e) Word can generate a table of contents automatically.

11.8 LET US SUM UP

In this unit, we have learned about merging a word document with data
source so that the multiples copies of the main document can be created
according to data for different destinations removes the tedious work of
duplicating a copy and changing specific information in specific documents
like name, address etc. All you need to do is create the main document, create
the data source use the Mail Merge feature available in Mailing Tab to link
your main document with the data source. Insert the fields from the data
source to the exact place in the main document where you need them. Merge
the document. Your new document with multiple copies will be ready for
printing or editing.



Wring equation is always a difficult task in MS Word, all the symbols that
are used are not available in the keyboard and finding and inserting from
symbol may be a tedious task. By using the equation editor available in the
Insert Tab, we can insert common equations also we can create equation of
our need.

Tracking option available in MS Word can keep track of the changes made in
the document once it is created or for reviewing a document. The tracking
option is available in the Review Tab of MS Word.

For technical and professional writing MS Word is a great tool all the options
for referencing like footnote, citation, indexing, table of figure and
bibliography are available in MS Word.

11.9 KEY WORDS

Mail Merge: Mail merge is the process of transferring selected information
from one document to another document.

Main Document: In mail merge, Main document is the common letter,
which contains the common content for each of the merged documents. It
contains field names which are inserted at required places in the document,
which contains the instruction for carrying out the merge.

Data Source: Data source is the records of individuals to who letters to be
sent also called Data File. The information’s stored in the data files is brought
into the main document by mail merge.

Form Letter: Form letter is the document created out of mail merge, which
contains the content of the main document with each piece of information
from the data source.

Equation Editor: MS word equation editor feature makes the writing
mathematical and scientific equation simple.

Tracking: Tracking is primarily used for managing document revision. Use
the Track Changes feature to mark changes. Review a document to accept
and reject changes.

Bookmarks: A bookmark identifies a location or a selection of text that you
name and identify for future reference.

Cross-references: A cross-reference directs a document reader from one
point in the document to another. The cross-reference can refer to any of the
following: a numbered item, a heading, a bookmark, a captioned table or
graphic; a footnote or endnote.

Placeholders: Placeholders can be used when you want to put a reference in,
but you don’t have all of the information yet.
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11.10 ANSWERS TO CHECK YOUR PROGRESS

Check Your Progress B
1) (a) True (b) True (c) False (d)) True (e) False
(f) True
Check Your Progress D
1) a)True b) False c¢) True d) True e¢) True

11.11 TERMINAL QUESTIONS

1) What do you understand by Mail Merge?
2) Define the different components of Mail Merge.
3) How do you invoke ‘Mail Merge Helper’ window?

4) Differentiate between Merge and Query option of ‘Mail Merge Helper’
window.

5) How equation editor can help you write a professional document?
6) How can you invoke equation editor?

7) What are the afferent referencing options available in MS Word?
8) Explain the steps of creating a Table of Content in MS Word.

9) Differentiate between Bookmark and Cross referencing.

10) Differentiate between Citation and Bibliography.

Note: These questions are helpful to understand this unit. Do efforts for
writing the answer of these questions but do not send your answer to
university. It is only for yours practice.
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