Mailmerge Exercise
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Emma

 

Beaumont

 12.

1

Dear Parent,

I am pleased to be able to provide you with information about the

progress being made by your 

daughter

 in 

her

 A level courses.

Her

 predicted grades halfway through the course are as follows:

IT

D

Economics

D

Physics

A

Please do not hesitate to contact me if you wish to discuss 

Emma

’s

grades.

Yours faithfully,

Morticia McGuntiwallah

(Under Assistant to Deputy Year Head)


A school is sending out reports to its Sixth Form students. These show each pupil’s details (including predicted A level grades) which are extracted from an Access Database. An example of a report is shown on the right.

The school has about 50 students (male and female) organised into three forms 12.1, 12.2 and 12.3 . Every student studies three A level subjects.

Exercise

1.
Design a mailmerge document (aka Form Letter) with exactly the same wording as the “report” above. Its layout should be broadly similar but need not be identical.

This document should be linked to the Access database containing the students’ details and tested to establish that each page is correctly mailmerged.

( Nothing is to be printed out as this will waste 50 sheets of paper each time.

2.
The tutor of form 12.1 has mislaid her set of reports.

By using appropriate tools in Microsoft Word, demonstrate that you are able to modify the mailmerge process so that a report is only generated for the students in 12.1.

3.
Create a query in Access that will find all the girls in the Sixth Form sorted into order of age. Demonstrate that you can use this query to carry out a mailmerge to girls only, with the letters being produced in age order.

