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Insert recipient's name in this Format:

Mail Merge - Joshua ~ 4
Joshua Randall 3. - |
L] l (=] l Joshua Q. Randall I |
Mr. Josh Randall Ir. o
Josh Q. Randall Jr.

Preview your letters
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One of the merged letters is Inisert comparty name Ok |
previewed here. _To preview st e et |
another letter, click one of the 7
Follawing: () Mever include the countryfregion in the address }

) Always include the cauntry/region in the address
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REEEI=TE 0 (&) Orly include the countryfregion if differsnt than: N }

_33. Find a recipient. .. ‘Egyut - eXt o‘
Make changes Format address according to the destination country/region o‘
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Spelling & Grammar Track Changes User Information Compatibility
File Locations Complex Scripts
Wi General Edit Print Save Security

File encryption options For this document Options <j TOOIS
Passward ko open: 1

File sharing options For this document

Password ko modify: Pas sWOI'd tO Open Security

[ read-only recommended

[Qigital Signatures. .. ] [Erotect Document. .,

Privacy options i Password tO mOdify

[[] remave personal information from file properties on save

[ warn befare printing, saving or sending a file that contains tracked
changes or comments

Store random number ko improve merge accuracy

Make hidden markup visible when opening or saving
Macro security

Adjust the security level For opening files that might

contain macro viruses and specify the names of = v PrOteCt ¢I TOOIS

trusted macro developers,

Editing restrictions document

ment - Allow only this type

1. Formatting restrictions

[ Limit formatting to a selection of

s Everyone

Setkings...
2. Editing restrictions

Allow anly this type of editing in

the document; Yes, Start Enforcing Protection

Mo changes (Read only) w

Exceptions {optional) Password

Select parts of the document and
choose users who are allowed to
fFreely edit them,

Groups:

Oeveryore | '

& More users. ..

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

[ ‘fes, Start Enforcing Protection

See also
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