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1. What message appears when we move the cursor to one of the headings in

the table of contents that we have created?

Ctrl + Click to follow link

If we click like this, we can go to the page that contains that heading

2. The technique used to include the information in a table one by one into a

letter, participant’s card, or certificate

Mail Merge
3. How to add addresses to a letter one by one using mail merge technique?
m Open the text file (Eg: letter.odt)
m Click Fields from Insert menu and then More Fields.
m From the window that opens, select Mail merge fields from the
Database menu
m Browse and include the calc file in which the addresses are listed (Eg:
addreSS'OdS) Add database File Browse...
m Select the fields((Name, House name, Street name, Post office, Pincode,
etc) in the address file. .
Type Databaseselectlon Database selection hd Iilljjjsheet1
Sotabess uame M=k cdress mali HE0% nome
* &t Sheet Postoffice
e 1 2 |3 e
m After taking the cursor to the place where the address is to be included,
you can include the necessary fields by double clicking the Fields
window (Database selection) or by clicking o
3 ; <Name>
insert and close it. D
<Street Name>
<Postoffice>
<Pincode>
m Click Print and then Yes in the File menu
m In the Output field of the window that opens
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Select File, select save as single document then click OK
m Name the file and save it
4. How to make participant’s cards using mail merge technique?

m Prepare a table in LibreOffice Calc giving the details of the students

and save
m Prepare a participant’s card in writer.
Application —p Office —» LibreOffice writer
Insert —® Frame —» Frame —» OK
m Take copies of this and arrange them (4) in a page.
You can use Ctrl C + Ctrl V
m By using Mail merge, Include the fields of the table in the first card.

m Move the cursor to the second card and double click Next Record in

the Database window.

m Again select Mail merge fields and include the fields in the second

card.
m Similarly, include the fields in the other cards also.
m Click Print and then Yes in the File menu
m In the Output field of the window that opens
Select File, select save as single document then click OK
m Name the file and save it
5. How to create a certificate using mail merge technique?
m Open the text file (Eg: certificate.odt)
m Click Fields from Insert menu and then More Fields.

m From the window that opens, select Mail merge fields from the

Database menu
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m Browse and include the calc file in which the addresses are listed (Eg:

results.ods)
m Select the fields((Name, Class, Item, Grade etc) in the address file.

m After taking the cursor to the place where the name and class are to be
included, you can include the necessary fields by double clicking the

Fields window (Database selection) or by clicking insert and close it.
m Click Print and then Yes in the File menu
m In the Output field of the window that opens

Select File, select save as single document then click OK

m Name the file and save it
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