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The first thing we notice is that “word" has picked up the fact that we have a

"heading” rowe. Here in our example the "Sales Person ! jg brought through to
the "sort by" field, nextwe need to ascertain have we wauld like to sor, ie.
Ascending ar Descending.

Here we will sort ascending, "word" keeps all the data inside the table in the
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Aligning Text

To change the vertical alignment of text in a table cell
Zlick on View =Tables and Borders to display the Tables and BEorders
toolbar.
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Click the cell that contains text you want to align.

To align horizontally oriented text within the cell, use the Align Top, Centre
Wertically, and Align BEottom buttons.

To align wertically oriented text within the cell, use the Align Left, Centre
Horizontally, and Align Right buttons.

Tip Toguickl align an entire table on a page, select the table (press ALT+S



Inserting Page Numbers and Text
Insert >Page Numbers

Page Humbers

Fosition: PrEie
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(04 I Cancel | Format. .. |

From here we can position the page numbers either to the top or bottom of the
page.

We can also choose the alignment to the left, right, centre, inside, outside

By clicking on Format, we can decide the style of numbers, letter Roman
numerals etc.

Mail Merge and Master Letter

Planning is the vital part of any Mail Merge operation. Always think of the end

product and format including the “field’s” needed and the content of the “Master
Document”

Tips on planning a data source

Allow enough data fields for the data records with the most information.

Some clients on a mailing list might have more address information than
others for example, a business name, a department title, and up to three lines for
the address. In a data source, however, all the data records must have the same
number of data fields. If a data record doesn't have a particular category of
information, leave the field blank for that record.

Information you want to sort by, for example, city, state, postal code, or........
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