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Sub ChangeColor ()

' ChangeColor Macro

' Keyboard Shortcut: Ctrl+t

With Selection.Font
.Name = "Arial"

.Size \§

.Strikethrough = False
.Superscript = False
.Subscript = False
.OutlineFont = False
.Shadow = False

.Underline = xlUnderlineStyleNone
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.ThemeColor = xl1ThemeColorLight)

. TintAndShade =

.ThemeFont = x1ThemeFontMinor
End With
With Selection.Interior
.Pattern = x1Solid
.PatternColorIndex = xlAutomatic

.Color = YAy

. TintAndShade =

.PatternTintAndShade =

Selection.Font.Bold = True

End Sub
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SubMacro\( )

' Macro\Macro

' Macro recorded Y-\+/-\/\Y byali.fatehi

Rows("Y:4").Select

Shift:=xIUp Selection.Delete

End Sub

25 oo U allas 0udd oi 15 Spgo & |y 08l Slass o Sl 0 LY ol ROWS("y:a").Select o . ko

Rows("y....r-...").Select
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Mail Merge

Select document type

What type of document are you
working on?

(®) Letters

(O E-mail messages
O Envelopes

O Labels

(O Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives,

Click Next to continue.
Step 1 of 6

P Next: Starting document

oled A 93 yusi i fol abs po 91D JGb

ool g ailgs oo 1y Ol ol (FF-Q JSi)ausS Ol 1y o3 4ol ayb als yo ol 53 : pgo alo o
a2 bl Y- Jguor Glxusei

Mail Merge

Select starting document

How do you want to set up your
letters?

(®) Use the current document
O start from a template
O start from existing document

Use the current document

Start From the document shown
here and use the Mai Merge
wizard to add recipient
infFormation.

Step 2of 6
@ Next: Select recipients

@ Previous: Select document type
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Use the current document

Start from template

Start from existing document

S Sl NEXT aos's (g9, w5 (o0 (rsuinn [y 058 doli Joo a5 Jguo (sl 4y 35 51 S ol 51
wobw! g osled oo |y ol (pl (YY-2 J5C0) 09 lall ols gusw cawl jl 48 als yo (pl 10 1 pgw alo o
S plxil P-4 Jgus

Mail Merge
Select recipients
(®) Use an existing list
O Sselect from Outiook contacts
O Type a new kst

Use an existing list

Use names and addresses from a
file or & database.

1] Browse..

Step 3 of 6
& Next: Write your letter

@ Previous: Starting document
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Use an existing list
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Select from outlook contacts
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Type a newlist

Sl 1y a5 090 J918 9 v s Browse aess g9, Use an existing list g 4 35 ol 51
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ous 00l 7 3 B- Jgua 50 (YA-Q JCh) ado plxil adled (o0 gl 0y9lxo jo5 (ol o a5 Sldos.oss

Refine recipient list

41 sart...

{0 Eiter...

5 Eind duplicates...
1] Eind recipient. ..

-:'/ Yalidate addresses...

. Sl

i (550 il clilas peasi -FA G5

|

Aol gl cawd (590 paalldac 9-0 Jsaa
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2]

b
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Sort

ks 3 ppls 355 s 5 Ll

Filter

CN SRS SR PETIUTS U g E W

Find duplicates

0ol slas paF 3,8 Ly

Find recipient

Jutel gw) »» )Validation Address sl )38l p 3 S gusals ) & J)g0
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Validate addresses
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Mail Merge

Write your letter

If you have not already done so,
write your letter now,

To add recipient information to
vour letter, click a location in the
document, and then click one of
the tems below,

] Address block, ..
] Greeting line, ..
fj Elactronic postage, .

A More items. .,

When you have finished writing
vour letter, click Next, Then you
can preview and personalize each
recipient's letter,

Step 4 of 6

@ Next: Preview your letters

@ Previous: Select recipients

pord doli JuaG o s abs po 9-P9 G0

JSCi)ogis o0 3L INsert Merge Fields s yglxo jols s s More 1tems g al> o (01 55 )51

(P-4

Insert Merge Field @@

Insert:

) Address Felds (%) Patabase Fields
Bods:
| L;S)I}jl} oL

weal
el

(watchreds... | [ _trset ) [ concel |

olesl (stoalid 7o 9-£+ Jb

CosS Ol 0l plesl pa b udlgs 0 a5 ol ol Fe- S yo b

9o e dy S (6 4SS (59) ST b g w0 Ao (59, 1) b ol 51 (SO Al po (0] )01 iy Al e
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Mail Merge

fokowing:

-r_'] Find a

You can aso
recipient list:

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of the

Recipient: 1

Make changes

4 Edit recipient list. .

recipient, .,

changs your

[ Exclude this recipient ]

Step Sof 6

When you have firished
previewwng your letters, chck
Next. Then you can print the
merged letters or edi ndividual
letters to add personal comments.

# Next: Complete the merge

@ Previous: Write vour letter

mmru&y‘;uwwdﬁwﬁﬂ 9-&1 JGb

LG oS ol 1y 4l Print gg, ods b uwileh o0 cawl SLL Al po 45 als o (o 30 1 e Al o

¢!y Previousd aess (FY-2 i) swled silypg |y b 4ol & S Edit individual letters gq, Sols

Wbl (o0 (b Ao yo 4 (53,

Mail Merge

your letters,

Merge

Complete the merge
Mall Merge s ready to produce

To personalze your letters, click
"Edit Individual Letters.” This will
open a new document with your
merged letters. To make changes
to all the letters, switch back to
the original document,

QB Print.

-_J Edit individual letters, .,

Step 6 of 6

& Previous:

Preview your letters

Mwuwuwjﬂ)ybﬂﬂﬂmﬁ)cQ-{rﬂ
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