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Introduction 

This booklet is the companion document to the Word 2016: Mail Merge and Creating Forms workshop. The booklet will show users how to create fillable forms, restrict editing in the forms, and save the form as a template. This booklet will also show how to use the Mail Merge Wizard to quickly create personalized letters to multiple people.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

	Create fillable forms in Word.
	Add the Developer tab to the Ribbon.
	Recognize content controls and how to add them to your form.
	Lock and restrict your form.
	Save your form as a template.
	Unlock a form.
	Use the Mail Merge Wizard.
	Reassign fields using the matching fields tool.







Course, tutorial Summary Word 2016 - Mail Merge and Creating Forms


Course material to download for free on Word 2016 - Mail Merge and Creating Forms category Word.


This course is intended for a strictly personal use, the file is of format pdf level
Beginner
, the size of this file is 1.42 MB.



The site also offers courses in Microsoft Word 2007, 2010, 2013, 2016, libreOffice Writer and many other tutorials.
You have to come and see our Word. You will find your happiness without problem!
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List of courses


Word 2013: Mail Merge and Creating Forms 


Download free Microsoft Office Word 2013 Mail Merge and Creating Forms, course tutorial training. a PDF file by Kennesaw State University. - type of file pdf and size 1.1 MB, tutorial for level
Advanced
.







Word 2011: Mail Merge  


This tutorial booklet, recommended for intermediate-level Macintosh users, has been developed to help you use the Mail Merge feature with Word 2011. PDF file. - type of file pdf and size 511.56 KB, tutorial for level
Advanced
.







Acrobat DC - Creating Interactive Forms 


Download free Acrobat DC for Windows - Creating Interactive Forms, course tutorial, training, PDF book made by Kennesaw State University. - type of file pdf and size 1.89 MB, tutorial for level
Beginner
.







Access 2016 - Introduction to Forms 


Download free Microsoft Access 2016 - Introduction to Forms, course tutorial, training, PDF file made by Kennesaw State University. - type of file pdf and size 928.47 KB, tutorial for level
Beginner
.







Word 2011: Creating Reports 


This tutorial booklet, recommended for intermediate-level Macintosh users, has been developed to help you write a report using Word 2011. PDF file. - type of file pdf and size 511.66 KB, tutorial for level
Intermediate
.







Word 2013: Creating Tables 


Download free Microsoft Word 2013 Creating Tables, course tutorial, training, a PDF file by Montclaire state univesity. - type of file pdf and size 94.26 KB, tutorial for level
Beginner
.
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