
CLASS NOTES 

Class: V Topic:  Chapter -3 

MAIL MERGE IN WORD 2013(Cont.…) 
(To be done in Computer Notebook) Subject: Computer 

‘ 

 
 

A.  Answer the following questions: 

1. Write a short note on Mail Merge and Data Source. 

    Ans. Mail Merge- Mail Merge is a very useful feature to send a common content to  

                                    many people with their names, addresses etc. 

            Data Source- It consists of the list of names and addresses to be printed on   

                                   labels and envelopes. 

2. What are the advantages of Mail Merge?  

    Ans.  

    A. Reuse of data. Once created we can use it any number of times. 

    B. Spelling mistakes can be avoided. With built-in spell check feature we can avoid  

        spelling errors. 

    C. Neat and clean appearance, no cuttings or erasing needed as in case of writing. 

    D. We shall not forget to invite any friend and risk our friendship. 

    E. It shall be quick to produce and reproduce again and again. 

3. Typing the address data is better than writing the same on envelopes. Justify. 

    Ans. Typing the address data is better than writing the same on envelope because   

            spelling mistakes can be avoided and neat and clean appearance can be   

            achieved.  

4. Mention at least 3 applications of Mail Merge that you would like to use. 

    Ans. 1. We can print personalized cards and letters for Birthday invitation. 

             2. We can create personalized envelopes for invitation. 

             3. We can create labels for Notebook. 

5. Write the main steps of Mail Merge. 

Ans. Mail Merge has 6 main steps: 

a. Select the Letters option. 

b. Select the main document. 

c. Design the main document. 

d. Select the data source of names and addresses. 

e. Insert the field placeholders in the main document. 

f. Merge, preview and print the letters. 
*The above content has been absolutely prepared from home. 


