Open a new Excel spreadsheet and save it as Valentine:
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On the top row, type in First Name, Last Name, and Comment — widen columns if necessary:
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Fill in the cells below with at least six Names and Comments — use tab key to navigate:
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1 |First Mami Last Mame Comment

2 Pat Semmes Happy Valentine's Day
3 Mike Belisle Let's go out to dinner!
4 |Adam Langner  Longtime nosee!

5 The Cat Meooow!
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Save your list. Open MS Word and design a Valentine Card, letter size:
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With Valentine letter open, go the Mailings Tab:
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Choose Letters:
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Send letkers to a group of people
You can personalize the lekter
that each person receives,

Click Mext to conkinue,
Use Current Document:
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Browse to recipients:
() Type a new list

Use an existing list
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file or a database,
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Check Recipients;
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First row of data contains column headers k.

Mail Merge Recipients

This is the list of recipients that will be used in your merge, Use the options below to add ko or change your list
checkboxes ko add or remove recipients from the merge, When your lisk is ready, dlick OF,
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Chose Fields:
Write your letter

If wou have not already done :
wwrite your letker now,

To add recipient infarmation to
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Complete and view merge!!



