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UNIT 8 ADVANCED FEATURES IN WORD
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8.1 INTRODUCTION

In this Unit, you will be taught some advanced features offered by MS-Word,
which if learnt properly, can be extremely useful in certain sStuations. The two
most important features are the Mail Merge and the Tables.

In a business environment, it is often required to send letters with identical
information toa group of people who are at different locations, with different
biographical information for instance each recipient will have a different name
and address. This is taken care of by Mail Merge feature of word.

Tables help you to organize complex columnar information. You can use tables
to create diverse documents and forms, financia reports, catalogues and
resumes.

8.2 OBJECTIVES

After going through this unit, you should be able to:

e use mal merge, and

e Create and modify date in tables.

83 MAIL MERGE

Mail merge technique allows you to create a document (such as form letter,
invitation) and set of information of recipients (such as names, addresses) and
you merge them. When you merge the form letter with list of names, you
can generate the required letter for each of the recipient. In this procedure,
you have to create aletter once, combining it with your address list and send
to multiple recipients.

For example, if you want to invite 50 people on workshop. You will write
just one letter of invitation (known as the main document, explained ahead),
you will store al the 50 names and addresses of people whom you intend



to invite in one place (known as data source, explained ahead), then you will
tell word to merge the two information(the main document and the data source)
and create 50 letters of invitation each with different name and address on it.

To perform mail merge, you will need the following:
e A main document

e Data Source or recipient list

Main Document

This is the identical content that appears in each letter that mail merge
creates. The main document can be aform letter, labels, envelopes, an invitation
or any type of document. The document can be appended with some unique
information and field names such as name, address which MS Word will replace
automatically with the recipient list or data source. The main idea behind this
technique is that you create one document but that can be sent to people
in a recipient group.

Data Source

A data source is a file that contains the name, addresses list that varies in
each copy of merged document. The data source may be created during the
merge process using templates or an exigting file. The existing file may be Excd
(-xIsx) file. Mail Merge uses this data to make different letters with the same
content but different persona information.

The following example is explained with built-in templates for data file. Excel
are discussed in Unit 11 and 12, therefore, after going through these units,
you may try to create datafile using this application and use it with mail merge
using the following similar steps.

Perform the following six steps for usng mail merge:
1. Select Type of Mall Merge

2. Select Your Recipients

3. Edit RecipientsList

4. Inserting Felds

5.  Previewing Merge Document

6. Finish Merge Document

831 Select Type of Mail Merge

To use mail merge first you must create a letter using the following steps:
e Select Mailings tab on Ribbon

e Click on‘Sart Mail Merge option, a drop down menu will display a
list of options. You can select any option such as Letters, Labels, Email
messages, Directories, Envelopes or step by step mall merge wizard.
Suppose, you have selected letters as an option (see figure 8.1) and type
the sample letter for your practical work (see figure 8.2)
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Letters |
E-Mail Messages

Envelopes...

Labels...

Directory

Hormal Word Document

YELDLE D

Step by Step Mail Merge Wizard...

To,

Sub: Invitation Letter for Workshop
Sir/Madam,

Please accept this letter as an Invitation.
Sincerely,

Your Signature

Fig. 8.1: Select type of Mail Merge

Fig. 8.2: Sample Letter

8.3.2 Sedect Your

Now, you should create the recipient list using the following steps:

Recipients

e- You can click on ‘Select Recipients’ button from the ‘Start Mail

Merge' group of Mailings tab ribbon. (see Figure 8.3 )
SrW
e
Select
Recipients = R

g Type New List...
] Usg Existing List...
§4 Select from Outlook Contacts...

Fig. 8.3: Select Recipients menu

A list appers, in which you have to sdect ‘Type New List’. The following
screen will be display for data entry.
2 & k
Type recipient nformation in the table. To add mone enftries, cick Mew Entry. .

[ |T4.|e 'IrIIFnHme- w | Last Mame vll:-m'nu'rrl‘hm v[.‘dd'::sLn:l rl i
L= Delhi It
[ Delhi

Mew Address List

Poonam Trilcha X¥Z Led.

0K

Fig. 8.4: Recipients Data Entry window

Type the information according to your requirement. Using horizonta scroll

bar, you can see long list of field names.
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e Toadd moredatarow inthetable, click on New Entry button (see Figure ~ Advanced Features In Word
8.4).

e To save your data entry, click on OK button, it will open a dialog box,
in which give a name to your data and select ‘Save’ button
(see Figure 8.5).

'ﬂ Sove Address List )
ot (@) « MyDocuments » My Data Scurce - |y z + D
Ouganaze Megw fodder - W

& Downloads
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B Computer
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Save b Bype: | Micreseft Offste Addvess Lists

& Hidg Folders Tocks = Save Cancel

Fig. 8.5: Save Address List
8.3.3 Edit Recipients List

When you build up a data list, ‘Edit Recipient List’” will be enabled. If you
sdlect this button, then it will dlow you to make changesin the exigting recipients
list. You can find ‘ Edit Recipient List’ optionon‘Start Mail Merge group
under Mailings tab. Using the following window, you can do the following with
data

e Select or deselect your data from the list

e Sort your data items as ascending or descending order

e Add or change your data list

e Filter data in the list (see Figure 8.6)

&
Masl Merge Recipients
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Ol Triha  Pesnam | | ABC Company | Déh |
¥
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dataFie. moh = Bl i

i
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Fig. 8.6: Edit Mail Merge Recipient List Screen 99
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In previous section, you have created recipient list. Now, it is time to insert
fieldsinto a main document. Although, Word provides you a variety of options
for adding merge field names to the main document.

To insert merge field names,
e Click on Mailings tab Ribbon.
e Select ‘Insert Merge Fidd’ option from ‘Write & Insert Fields group.

e A menu list appears, in which you have to select fields name (for example,
First_name) see Fig. 8.7

e Repeat the above step until your desired fields are added to the merge
document and add fields like the highlighted portion of the following
Fg. 8.8.

Mailings Rewview View Add-Ins Hitre

- -*| = 1 ' j =) Rules =
— ——— —I u ¥ 1
» g Match Fields

Address Greeting [Insert Merge

Elock Lire Field =
Write & In Title
o
17§ L First_Mame

Last_Name
Company Name

Address_Line_1

Address_Line_2

City

Fig. 8.7: Merge Document

To

aFirst._Namesalast_MName»
«Company_Name»
whddress_Line_1»

Sub: Invitation
Sir/Madam,
Please accept this letter as an invitation.

Sincerely

Your Signature

Fig. 8.8: Inserted Mail Merge Field Name
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8.3.5 Previewing Merge Document

Usng MS Word ‘Preview Results’ option, you can see your results of merge
document.

To previewing result data,

e Click on ‘Preview Result’” fromPreview Result group on Mailings
tab Ribbon (see Fig. 8.9)

N 42 r n

i)
M
<) 1 - [} W
" |Find Recipient
]

Preview Finish &
Results = Auto Check for Errors  perge -

Fig. 8.9: Preview Result Screen

e The syntax of field names of main merge document will be replaced with
data name from your recipient data list.

«First_Name»«lLast Name» GeetaBhatnagar
«Company_Name» » DOEACC
whAddress_Line_1» Delhi

Fig. 8.10: Mail Merge data Display

Here, you have seen in the Fig. 8.9, the record pointer is on number 2. So,
it will show record no. 2 in place of fields syntax (see figure —8.10). You
can see rest record using record pointer.

8.3.6 Finish Merge Document

In the previous sections, you have created a letter, inserted recipient list and
previewed your merged document. Now, you can give a finishing touch to
your mail merge document and to create a separate document for each record
in recipient list and send them all directly to the printer or email.

For this, you can use any one option from the following:

1) Edit Individual Documents (creating a single copy for each recipient)
2) Print a document

3) Send E-Mail Messages

Edit Individual Documents

If you want to edit individual documents, you can complete your mail merge
process by the following ways:
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Merge to New Document T ——
Merge records
9 Al
Current record
Erom: To:
ok || cone

Fig. 8.11: M erge document options

e Click the ‘Finish & Merge button on Finish group from Mailings tab
ribbon.

e Frommenu, select Edit Individual Documents. A window will display in
which you can select ‘ All’ option and click on Ok button (see Fig. 8.11)

e A new window will open for each recipient.

In similar way, you can use other two options such as Print documents and
send via mail messages for your merging document. For mail merge
document printing, Printer is necessary for printing separate copy and to send
through email but for this process, outlook setting and Internet connection is
necessary.

84 TABLES

A tableisan arrangement of information in rows and columns. The intersection
of rows and columnsiis called cells. The ‘cell’ content is the text, which can
be formatted with the same methods as are used to format any other text.
Each table has a border associated with it, which appears as soon as the
table is created but it is not binding on you, you can delete the border if
you want.

Tables are used for various tasks such as presenting text information and
numerical data in atable format. In this section, you will learn how to create
or draw atable, convert text to a table; apply table styles, insert rows and
columns, split and merging cells, as well as import Excel sheet.

841 Create a Table

' - - -

3
2

Irsert Table

Fig. 8.12: Create a Table



For creating a blank table, you can do the following steps:

Place your insertion point in the document where you want to place
the table.

Select the Insert tab of the ribbon (see Fig. 8.12).

Click on table button under Tables group, you can create a table one
of the five ways.

Drag your mouse over the palette to create a table with the highlighted
number of rows and columns OR

Click on Insert table and enter required number of rows and columns
OR

Click on the ‘Draw table’; create your table by using pencil object OR
Click on ‘Excel Spreadsheet’ to import excel table OR

Click on *Quick Tables option to create built-in tables such as Cdendar,
tabular list and matrix form table structure.

Once you create a table, place the cursor in the cell where you wish to enter
the information and begin typing.

Using Insert Table option to create table

If you choose the ‘Insert Table' option of Tables Group of Insert tab to create
the table, dialog box is invoked as given below with table size and AutoFit
behaviour options. You can specify the table values for the following way:

-

. Insert Table ? 2%

Table size

Mumber of columns: s

MNumber of rows:
AutoFit behavior

@ Fixed column width: | Auto
AutoFit to contents

AutoFit to window
Remember dmensions for new tables

| oK Cancel |

. -

Fig. 8.13: Define table behavior

In table size, you can specify the number of columns and rows which
you want to create.

In AutoFit behaviour, you can select one option, out of the three options
which are given below:

e Fixed column width: Using this option, you can select a specific
width for the columns you create.
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e AutoFit to contents This option automatically adjusts the width of
columns to fit the table data you enter.

e AutoFit to window: This option resizes the table so that it fits the
contents within a Web browser window.

8.4.2 Modify Table Structure

For modification of the table, you can add new rows and columns; delete
existing rows and columns as well as table, split and merge cells. In
designing part of the table, you can give a new look to table which contains
the color and design of border, rows, columns, header and footer.

When you want to modify table, click on the table and you will have notice
that there are two new tabs on the Ribbon: Design and L ayout. These tabs
include all the features that are mentioned above.

To modify a table, click on table that you have created and then click
the Layout Tab on the Ribbon. This Layout tab allows you to:

e Insert Rows and Columns
e Split or Merge Cells
e Delete table, Rows and/or Column

= - -
s i 5 - - I} ot :'."':'53-"“' = _.E; tribute R . 4 =

3l

the S4dem o | T Distribute
O W Direction M 7

Fig. 8.14: Layout tab for modifying a table
Insert Rows in Existing Table:

For the following way, you can insert row either above or below of the selected
row in existing table:

e Place the insertion point in the row where you want to insert the new
row.

e Toinsert onerow at atime, click on ‘Insert Above' option on ‘Rows
& Columns Group of Layout tab Ribbon for above of the selected row.

e Insimilar way, click on ‘Insert Below’ to insert one row below to your
Sdection.

e Alternatively, right click on the table and select Insert (see Fig. 8.15) and
click on “Insert Rows Above’, if you want to add new row above your
selected row. Otherwise, you can click on “Insert Rows Below”. This
option will add new row below your selection.

e This way, you can add one row a a time.
Insert Columns in Existing Table:

You can add new columns to the left or right of the existing column. Do the
following:



1. Placetheinsertion point in the column where you want to insert the new

column.

2.  Toinsert new column left or right to your selection, click on ‘Insert Left’
or ‘Insert Right’ option on ‘Rows & Columns Group of Layout tab

Ribbon (see Fig. 8.14).

3. Alternatively, right click on the table and select Insert from shortcut menu
(see Fg. 8.15) and click on “Insert column to the Left” to insert column
left. Otherwise, you can click on “Insert column to the Right” to insert
column right.

b
4

i

Paste as Nested Table
Paste Rows

Insert

Delete Rows

sSpiit Cells

) | Borders and Shading

M

-
ks

Text Direction...
Cell Alignment
autoFfit

Table Properties...

] Insert Columns to the Left

Insert Columns to the Bight

Above

Insert Rows aAbo
o

Insert Rows B

Inggrt Cells

Fig. 8.15: Shortcut menu for inserting rows and columns in existing table

Split and Merge Célls

Fig. 8.16: Merging Cells

When working with tables, you may want to merge two or more cells

or split cells into more cells.

Merging Célls:

The ‘Merge Cells feature is used to combine the content of multiple cells
into one cell.

e Sdlect the cells to be merge
e Right click within the selected cells

e Select Merge Cdls,

e The selected cells are merged (figure 8.16).

Advanced Features In Word

105



Under standing Computer Splitting Cells

Applications
You can split one cell at atime. To Split the cells, by using the following
deps
e Sdect the cell to be split
e Right click on selected cell; a split cells dialog box will appears.(see
Fg. 8.17).
e Inglit cellsdialog box, select the desired number of columns and rows.
e Click ok and selected cells are split according to your requirement.
You can see al the splitting cell process in the following figure-8.17.
-Split Cells - ? L= )
Number of golumns: |2
Number of rows:
0K Cancel
Before Split After Split
Fig. 8.17: Split Cells Dialog Box
Delete table, cells, Rows and/or Column
Word provides you four options (see Fig. 8.18) for deletion as:
1) Delete Cells
2) Ddete Columns
3) Delete Rows
4) Delete Table
Page Layout References Maili
== = = H E
Delete | Insert Insert Insert Insert
g Above Eelow Left Right
F*  Delete Cells...
A Delete Columns - SO W ]
=" Delete Rows
5] Delete Table
Fig. 8.18: Delete options for Table
To delete table or cells or rows or columns, you can select ‘Delete
option on ‘Rows & Columns Group of Layout tab Ribbon for table deletion.
106 When you click on down arrow of Delete option, you will get four ways to

delete:



1) To Deete cdls:

2)

3)

4)

When you select Delete Cells option, a Delete Cells dialog box
gets invokedas displayed in the Fig. 8.19.

Select one of the following options in the Delete Cells dialog
box

f

’ . . .
Delete Cells v &

@ Shift cells left
Shift cells up
Delete entire row
Delete entire column

carcel

Fig. 8.19: Delete Cells dialog box

Select the Shift cells left radio button to move the cells in the row
to the left of the deletion.

Select the Shift cdlls up radio button to move the cdlsin the column
up after the deletion.

Select the Delete entire row radio button to delete the row that
contains the selected cell.

Select the Delete entire column radio button to delete the column
that contains the selected cell.

Delete Columns:

Place the cursor on the column which you want to delete and select
Delete columns to delete the particular column (figure 8.18).

Delete Rows:

Place the cursor on the row which you want to delete and select
Delete rows to delete the particular row (figure 8.18).

Delete Table:

Select the table for deletion and click on ‘Delete Table' option to
delete the entire table (figure 8.18).

85 LET US SUM UP

In this Unit you learnt about the Word's ‘Mail Merge' feature and then the
concept of Tables' was introduced to you.

You can create a table with different methods such as draw table through
pencil, insert table from Excel Spreadsheet, built-in or quick tablei.e. calendar,
double table, matrix and tabular list. You can modify the structure of a table
by inserting new row or column, delete existing row or column, splits or merge
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cells within the old table, according to your requirement. Using tables, you
can write information text in tabular form, so it can be in more readable or
understandable.

Both these concepts can be used easly. You should keep on using these features
and soon you will be an expert yourself.

8.6 CHECK YOUR PROGRESS EXERCISE

1)

2)

3)

4)

5)

6)

What are the basic steps involved in Mail Merge?

Can database of another applications act a data source for mail
merge in Word?

What are the steps to merge the main document and the data file in
mail merge?



7) Below is given a letter and some addresses, this letter is to be sent
to all following addresses using the Mail Merge option.

Type the following sample letter:

To,
<<Name>
<<Address>>

Dear <<Name>>,

You are called for an interview on the <<Date>> at 9:30 A.M. with your
origind documents.

Yours Sincerely
XYZ Ltd.,

Addresses are:

Ram Mohan Roy, House No. — 1234, Kolkata
Harish Chandra, House No.. — 9891, Varanas
Bhavna Jindal, House No.. — 458, Dwarka, Delhi

8) Create a table like the following figure (a) and after creation, merge
cells like figure (b).

Fig. (a) : Create a Table

Fig. (b): Merge Cellsin Table

8.7 ANSWER TO CHECK YOUR PROGRESS
EXERCISE

1) The basic steps involved in Mail merge are creating main document,
pecifying a data source, inserting the fields in document and merging the
data file and the main document.
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2)

3)

4)

5)

6)

Yes database of another applications act a data source for Mail Merge
in Word.

You can create the recipient list using the following steps:

You can click on ‘Select Recipients button from the ‘Start Mail
Merge' group under Mailings tab on ribbon.

A ligt appers, inwhich you have to select ‘ Type New List’. According
to your requirement, type the information into new window. Using
horizontal scroll bar, you can see long list of field names.

If you want to add more data row in the table, click on New Entry
button.

To save your data entry, click on OK button, it will open a dialog
box, in which give a name to your data and select ‘Save’ button

To merge the data file and the main document, follow these steps:

Select Type of Mail Merge
Select Your Recipients

Edit Recipients List

Insert Fields

Preview Merge Document

Finish Merge Document

Tables are made up of rows and columns of data entered into
‘cells. The ‘cell’ content is the text, which can be formatted with
the same methods as are used to format any other text. Each table
has a border associated with it.

For creation of table, you can select table button under Tables group
of Insert tab and create a table one of the five ways:

Drag your mouse over the paette to create atable with the highlighted
number of rows and columns OR

Click on Insert table and enter required number of rows and columns
OR

Click on the ‘Draw table'; create your table by using pencil object
OR

Click on ‘Excel Spreadsheet’ to import excel table OR

Click on ‘Quick Tables option to create built-in tables such as
Calendar, tabular list and matrix form table structure.

The options in the delete cells dialog box are to select:

either the Shift cells left radio button to move the cédlls in the
row to the left of the deletion, or

Shift cells up radio button to move the cells in the column up
after the deletion, or



e Delete entire row radio button to delete the row that contains Advanced Features In Word
the sdlected cell, or

e Dedlete entire column radio button to delete the column that
contains the selected cell.

7) Thisis a practice exercise. Try doing it yourself.

8) Thisis a practice exercise. Try doing it yourself
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