UNIVERSIT
, lBM‘ &AA'[‘ISWSIA Send an Email Using Mail Merge in Microsoft Word

1. Open Microsoft Word (2016) file.
2. Please check your account is logged info your Microsoft account.
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3. Click ‘Madilings’ tab.
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4. Click ‘Start Mail Merge’

= ©- 0 Document1 - Word
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Ijl ’El | ..‘\" B. D ﬁ % I%[;:Aualte:hvﬁelds * gl

U) Find Recipient

LIIER

Envelopes Labelr\ Start Mail " Select Edit Highlight Address Greeting Insert Merge Undate Labels Preview Finish &
\Merge - &ecipients ~ Recipient List Merge Fields Block  Line Field - PASIE LaBEE T pesults [ Check for Errors Merge ~
Create - Start Mail Merge Write & Insert Fields Preview Results Finish

Assalamualaikum & Salam Sejahtera,

«Email»
Dengan hormatnya merujuk kepada perkara di atas.

3| TIME
TESTING MULTIPLE RECIPENTS
From Word 2016 with attachment

Sekian, terima kasih

5. Click the drop down and choose ‘E-mail Message’
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TESTING MULTIPLE RECIPENTS
From Word 2016 with attachment

Sekian, terima kasih
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6. Click ‘Select Recipients’ and click ‘Use an Existing List’
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«Email»
Dengan hormatnya merujuk kepada perkara di atas.
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TESTING MULTIPLE RECIPENTS
From Word 2016 with attachment

Sekian, terima kasih

7. Point to your Excel email address file, and click ‘Open’
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Add multiple users [Read-Only] - £
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9. Click 'Edit Recipient List' and choose the email address to send, then click ‘OK’
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This is the list of recipients that will be used in your merge. Use the options below to
add to or change your list. Use the checkboxes to add or remove recipients from the
merge. When your list is ready, click OK.
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10. Last, click ‘Finish & Merge'’
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Assalamualaikum & Salam Sejahtera,

«Email»
Dengan hormatnya merujuk kepada perkara di atas.

3| TIME
TESTING MULTIPLE RECIPENTS
From Word 2016 with attachment

Sekian, terima kasih
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11. Click ‘Send Email Messages’
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12. Recipients receives the email
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Re: Laporan Tahunan 2022 PPKT 11:40 AM The Bachelor of Economics programme was launched in the Academic Year 2011/2012 upon being approved by the
Assalamualaikum & Salam Senate of Universiti Sains Malaysia in the year 2010. The programme is in line with the vision and mission of the

university in its efforts to achieve sustainability amidst the increasingly challenging global economic environment. The
nation’s rapid development has increased the demand for skilled and semi-skilled workers. The areas of study in the field
of economics which include monetary economics, business and trade, development and planning, industrialization and
labour/human capital will help meet the nation’s demand for skilled and semi-skilled labour.
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Sallem, boleh masukkan
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Assalammualaikum dan Salam These applied fields of economics are not only necessary for a developing country like Malaysia but it also appeals to
individuals who are inclined to such disciplines. The Bachelor of Economics aims to increase the pool of economic
Abdul Salleym Hafiz ... ] graduates who are of high caliber, dynamic, able to think critically and competitive, in order to meet the requirements of
Re: Laporan Tahunan 2022 PPKT  Mon 3:33 PM the nation. In the current economic situation, Malaysia needs economic graduates who are able to apply the study of
Assalamualaikum & Salam economics in designing effective polices for the nation’s economic development. The Bachelor of Economics program

emphasizes a quantitative and applied-based approach which are important tools for the formulation of economic policies.
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