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 TIME \@ "MMMM d, yyyy" 
January 19, 2004

«Title» «Full_Name»
«Company»
«Address»
Dear Reader:

We created this form letter to send to all of the contacts our Office Address Book. We’re using the Data Merge Manager so that we won’t have to address each letter individually. 

First, notice the snowflake, which appears in the background as a watermark.

1. To include a picture as a watermark, on the Insert menu, click Watermark. 

2. Click Picture, click Select Picture, and then locate the picture file you want to use. You’ll see a preview of how the picture will look as a watermark.

At the top of this first page, we’ve inserted a graphic consisting of the company logo in a rounded rectangle. We typed the return address in a text box placed on the right side of the shape.

1. On the Insert menu, point to Picture, and then click From File. Find the graphic file you want to include, and then click Insert. Drag the graphic to where you want it on the page.

2. Insert a text box on top of the right side of the graphic. On the Insert menu, click Text Box. Then click and drag to create the box. Type the return address inside this text box, using a white font.

3. Group these elements by selecting Group under Size, Rotation, and Ordering on the Formatting Palette. 

The footer, which appears at the bottom of every page after the first page, includes another version of the logo.

1. To create a footer for all pages after the first page, place the insertion point anywhere in the document except the first page. On the View menu, click Header and Footer.

2. Click Switch Between Header and Footer [image: image8.jpg]


, and then click Different First Page [image: image2.png]


. Click other buttons to include items such as page numbers and the date and time. To place a picture in the footer, click Picture on the Insert menu. 

The date at the top of the letter is updated automatically to the current date. To insert the date, on the Insert menu, click Date and Time. Select the format you want, and then click Update automatically.

The recipient name and address and the salutation are personalized by using the Data Merge Manager. Using this feature, you identify fields of information to be taken from a source file (for example, contact information from the Office Address Book) and then indicate where they should be inserted in the main document (for example, the form letter). You then merge the two to create multiple documents, each with different information in the merged fields (for example, form letters addressed to different contacts).

1. On the Tools menu, click Data Merge Manager. 

2. To identify the type of document you’re creating, under Main Document, click Create, and then click Form Letters.

3. To identify the source for the merged data, under Data Source, click Get Data, and then click Office Address Book.

4. To identify the types of data to be merged, under Merge Field, drag the field names, one at a time, to where you want them in the main document. An insertion point indicates the location. Be sure to insert spaces where needed. See the address area of this letter for an example.

5. To preview how your letter will look with the merged data, under Preview, click [image: image3.png]


. Word displays information from the first data record in place of the merge fields.

6. To select a specific category of contact addresses to use in the form letters, under Merge, click Query Options and make your selection. Click Merge to Printer [image: image4.png]


 to print the form letters. Click Merge to New Document to store the merged data in a new document.

This letterhead is based on the Normal template, which we’ve modified in the ways described here. The purpose of the letterhead is to demonstrate specific features rather than provide a template for your own letters. However, if you want to reuse elements of the letterhead, save the file with another name and delete whatever you don’t want to use.

· To create a template from a document, click Save As on the File menu. Name the template, and in the Format box, select Document Template. Word templates are given .dot file name extensions.

· To create a letterhead from the newly saved template, click New Blank Document on the File menu to reopen your template as a document. 

Tip:  Save your templates in the My Templates folder in the Templates folder for Office 2004. Then they will appear in the My Templates category on the New tab of the Project Gallery.

Sincerely, 

Your Name Here

To include a background image in your document, insert a watermark.





To include the same information at the bottom of every page, insert a footer.





To personalize names and addresses in a form letter, use the Data Merge Manager.





Instructions for creating this letterhead are included in the body of the letter.





To save a document as a template, select Document Template as the Format in the Save As dialog box.





1234 Snowy Road


Denver, CO  45678-9102


315-555-1212


fax: 315-555-1313 








Photo credits are listed in the Office for Mac 2004 Read Me file.
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