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1 /0+ $0
K/
$ %&

- (

? o
/A - |
i
=2

%&

Insert

45 pew Slide...  Cerl+m

Duplicate Slide

Slide Mumber
Date and Time...
Tiat
Symtale..
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8M$ C "CDO C? 01 L; /I, Brom fileA 0O #+
4 01 3" $ 01 Word Art
IClipArt &2 3 (

Insert

5 e Side. . CerléM
Duplicate Slide

Slide Mumber
Date and Time...
Tiak

Symitaley
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4Color $/9 *

BNeighta$C * EStyleAs 183 !+0 '1 $ * 8 0Q5 D
4 $ 1 8% BDashed¥ ; ".DO

Format Picture K E
Colors and Lines | Size | Postion | wrapping | Pictre | e gos |
Fil
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;1 116"* - / >'" 0 & 8 10 26"B1) $ AB10 010
KK 2719 [; 218" BVlail MergeA89 @$ " 0O N
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#Document 1 8 :B 3, ,4' K=&

/A G #
! + %& / ?, - "Mail Merge 6 H A 7 "Tools A 5 3 #
(C1 /' L8 9 / 8 * +%+ #0 Q5
8C10 $C? %C P" ('1 1 /'

BViain Documend! L $1
CC ©C Bbata SourcA
4Blerge the Data with the Documeént

89CC @CC$/&CC CC /CC'" CC

/[ ? "CreateN C:F8& -5 N * C2 7&A& #
* "Form Letters .5 ) 7 .D RQ >) u ? + 5
! : 3,&

Mail Merge Helper

Use this chechklist to set up a mail merge. Begin by choosing the Create
button,

L:
reelopes. ..
talog

st Lol e Ward eIt

3
&l Merge the data with the document

Merge.,.

Cancel

T "Document 1X = + 7 A & - + %& / ?, #

#Active Window ) C: F8

Microsoft Word E

To create the Form letters, you can use the active document window Documentl or &
new document window,

| Aikive Window 1 Mew Main Docurnent |
?7G 3 & C: "Edit., * ,4 [ ?, *C: F8 #
C:F8& -B:& , >) ) * 5 & (/1 (= +
5 B4 ,> " * "Document 1 ' /| ?, "Edit .,
#& B, A
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C *1&  *) .+ '8A

DV =&.D ) (& 3l
! . 3,& * "Us8 +=( :-0, -V -
CcC-C9 = BVal MergeA89 @$ ' $$8% ' 3Q01Q 5
89 @ $0 ? (
Mail Merge [ x]
Inert erge Field + | Insert word Fisld - | 52| 10 4 | | » o1 | BB | R 2 25 2. |G
5 +' 3,7 &3l -5 & 3 ? 3 )?& #
B , C:,4 " ?3 G
#Mail Merge Helper C: F8 6 H 2 , 3 #
Mail Merge x|
Ineerterge Pl |l nsertWord Fiekd = | 62{ 10 (| || 'v | B B2 20 25 2, 5]
Mail Merge Helper
> ' N *6 H 3,D + C: G3l-& / ? #
Get ,& 94 C:F8&/)- & (&B, >) & C:> +,
#Create Data Source ,& (' N ? 7 5/ ? - "Data
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RQ > o+ T, R*.673 - + %& ?, #

*?2 8/, .+ 3 N A :4,BA +6 & (!
A "Title , First Name, Last name , Job Title ..... D 7 :, D2
4 .+ & .6 731) , R, > .+ 4 . +

A ) "Add Field Name C : F8 D "Field Name . + 7
#Remove Field Name C: F8 DR,+& N 2 +A')+

#Fax "Name* 3,, 3, + 8 4 .+ NA%,49Y+3l/ , #
! ) K8 *
TAT& - =+&$7  + %& / ?,- "Ok 1 C:3l F8 #
#Save =+ C: F8 D " & ( *B ,4 #
Edit 5 y C:F8 3, > +, >) + %& | ?, #
C:F8 AB, . 5 C U4 A + "Main Document
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.+ & 8 A+ "Edit Data Source ,& (C:.,

# & .7 C: F8 R, )* & 7 ?5
$72 N A.7T& - & .7 B, ,> + %& 31?2, #
#2&$7 V= % ?V =
C:F8& N?; :- "Record 3.=2 3& * N AD6D.7T& A+ #
#0Ok 1
?7T& .+ R*3& & ,:* , 2 + A& 3l #
$ 72N G&3 B:& , >) ) * 5 3& & (&
w = 2,
# AX = * W5 W 3A G #
#' C 94C >AV =8B, . W Wo8 $(7 N4 Q %8 #
1 c
H .+ AC : F8 "Mail Merge 6 H 2 , 33l #
Name3 3 )* D .+ 3 &5/ 7? "Insert Merge Field
#.,5 (+ + D Name ? 7 "Fax
Féx ",60 + H) >? 'O #,5 ;0 O N +
Z$1 PO0? % Q5 >? -1 !
4542

www.shjpolice.gov.ae




[NameZ |! C

[Faxz |V =
#.,5 & W & ( W 4 .+ & ,:3 2?2 R)?& #
-"Mail Merge Helper AC : F8 "Mail Merge 6 H 2 , 3 #
! + %& [ ?,
#CO0 *C C3Q*" " BMerge® $ . &, I L31 0 ;
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>) "Mergeto C H .+ C: F8 &/ \ H U ,+& %& )*.673 #

& C H A "New Document , 4 CH , , 7, C:> +,
#Electronic Mail ,& A "Printer
A &- 4 & & \ "New Document , 4 C H , 71 & #
+=(D6D3 3 , B5, >) , 4 ' 3A+6 T $7A DD &.7T&
# N 2 +AC: ? +=(. >+
! & ,4 0 7, "Merge H C:3l F8 #
3 3 ,BA "Form Letter 1 ) * 8 .+, ,4 " 3A + #
? 4+ C:>+ +=( .3A ?, . $72 N A :* +=( D6D

®7 )? (7.&B 2G
B&A )YD=+/,6 R *DN 3 ,2 3 )& #
DD 7 4 "MergeH C:F8 & &A. &H 7 #
I . &KS8
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I"Mergeto C H .+ 3 #
H$%$1 "@$ BENewDocumemd$$ $1 1 OB

g8Ci100!CL %1 0= '0 O @$ BPrinteA0 1 0 B
40 0> #0 * 3Q 'O
/ 11 D$0 @% " HElectroncMailll D$0 1 0 B
41 D$0 091
.D A O >A ?4 7 &+ , R)* D ,7 3 #
3,234 H ,3A A A3O=3 N AD6ED.7T& ¥
K8 * "Recordsto be Merged D ,7 3 ,+ &/)
!
7%8 3,& ,7 G "When merging records 64 H :* 72 7 A #
%8 : A "Print blank lines when data fields are empty : & : S = . +

#'Don’t Print blank lines when data fields are empty 7 /
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