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Curriculum Integration

Exercise | 44

Application Skills Have you ever considered studying science after high

school? Do you know what types of science majors most colleges and universities

offer? For your science class, use Mail Merge to generate form letters to science

departments at colleges and universities that you might want to attend. In the letter,

identify yourself and your grade level, and ask about the admissions requirements

and types of majors offered at the school. Use the Internet or your school guidance

office to locate the addresses for at least five schools and the names of the heads of

specific science departments. For example, you might include the Chemistry, Biology,

Physics, or Environmental Science department heads. If you cannot locate the

names of the department heads, you can send the letter to the department itself,

using a Dear Sir or Madam greeting line. Create a new data source file that includes

the variable information you will need to customize the form letters. Set up the form

letter main document using merge blocks and fields, and write the letter using proper

letter formatting. Refer to Illustration A to see a sample. With your instructor's permis-

sion, print the letters and corresponding envelopes, and mail the letters.

EXERCISE DIRECTIONS

Locate the information you need for your data source file.

Start Word, if necessary, and create a new document. Save it as 44SCIENCE_xx.

Select to display elements that might help you while you work, such as the rulers,

nonprinting characters, and text boundaries, and make sure all the features you want

to use are enabled, such as AutoCorrect and AutoFormat As You Type.

Use Mail Merge to make the current document a form letter main document.

Select to use a new data source.

Enter the data source information, customizing the fields as necessary.

When the data source is complete, save the file as 44DATA_xx.

Type the form letter, inserting merge blocks and fields as necessary to customize the

letters. Use proper letter formatting

Check the spelling and grammar in the letter, and use a thesaurus to replace com-

mon or boring words.

Ask a classmate to review the document and make suggestions for how you might

improve it.

Incorporate your classmate's suggestions into the document, and save it.

Generate the merge documents by printing, or by saving them in a new document,

named 44LETTERS_xx.
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Close all files, saving all changes.

Use the 44DATA_xx data source file to generate envelopes that you can use to mail the

letters. Save the main document as 44SCIENV_xx. Print the letters, or save them in a

new document named 44ENV_xx.

Close all files, saving all changes.

Illustration A


