Office 2003 – Operate a Word Processing Application


[image: image1.png]



Please enter your name in this text box:  

Please estimate how long it took you to complete this Chapter: 


                          Hours                               Minutes

Chapter 12: Merging

1. 
The main document contains the merged letters

True or False

2. 
The merge process involves a:

· main document

(
· print file

(
· data source

(
3. 
You can select the Mail Merge Wizard using Mail Merge command on the Insert menu.

True or False

4. 
The people to whom you are sending your letters are known as recipients.

True or False

5. 
When creating a new recipients list, you:

· can customise the default list

(
· rename the fields in the list

(
· can't delete an entry after you have saved it

(
6. 
You can select the Mail Merge Wizard using the Mail Merge command on the Insert menu

True or False

7. 
The Main document in a merge operation:

· is the template letter used to send to recipients

(
· contains data for merging

(
· is the document produced at the end of the merge process

(
8. 
You must preview every record before you can finalise the mail merge.

True or False

9. 
While previewing a mail merged letter, you can:

· view all records

(
· include only specified recipients

(
· find a specific recipient's letter

(
10. 
Word only allows you to merge to a new document.

True or False

11. 
When you perform a merge you can:

· only merge all records

(
· only merge specified records

(
· merge whichever records you like

(
12. 
You can print a single label in Word using the options on the Labels tab of the Envelopes and Labels dialog box.

True or False

13. 
To print a single label you select:

· Insert > Letters and Mailings > Envelopes and Labels

(
· Format > Envelopes and Labels

(
· Tools  > Letters and Mailings > Envelopes and Labels

(
14. 
A Main document can be used to create only letters, not labels.

True or False

15. 
In the Label Options dialog box you can:

· only use Avery labels

(
· use both Avery and AusTab labels

(
· only create custom labels

(
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