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A. Write (T) for True or (F) for False: 

1. Reuse of digital data is not possible in mail merge. F 

2. Spelling mistakes can be avoided while typing data in excel by using  

spell check. T 

3. Letters using mail merge are neat and clean in appearance. T 

4. Letters using mail merge shall be quick to produce and reproduce again and 

again. T 

B. Fill in the blanks with the help of clue words. 

Heading   Field Placeholders   Mail Merge   Data Source   Main Document 

1. If you have to send personalized content to multiple people you can use Mail 

Merge. 

2. The list of names, addresses to be printed on envelopes is known as Data Source. 

3. The document which has the actual content to be sent out is called Main 

document. 

4. { } and [ ] are not the symbols for field placeholder.   

5. The first row is called heading row as it contains field names of the data. 

C. Out of the four options given below, tick (✓) the correct option. 

1. Using Mail Merge, you can 

 ✓ All of the above 

2. ____ consists of the actual content you want to send to everyone in mail merge. 

✓ Main Document 

3. ____ consists of the list of names and addresses to be printed on labels and 

envelopes. 

✓ Data Source 

4. Field placeholders are indicated by 

✓ << >> 

5. Mail Merge can be used for 

✓ Sending common data personalized for multiple people 

6. Mail Merge feature should not be used if you have ____ recipient / recipients to 

send with personalized information. 

✓ 1 
*The above content has been absolutely prepared from home. 


