BCIS II (Mail Merge Test)

Using the BPA Advisor information in the table below, create a DATA file in Word.  Spell the field names EXACTLY as shown in the table below.  Note that the actual data table will be rotated so that the column headings become the field names, and each row will include the BPA advisor name and address information.  Be sure to use your First and Last name in the empty record (row).  
	Title
	
	Ms.
	Mrs.
	Ms.
	Mr.

	FirstName
	
	Toni
	Eva
	Kim
	Gumecindo

	LastName
	
	Flores
	Vela
	Wilke
	Laurel

	School
	
	Mercedes
	Harlingen
	Edinburge Economedes
	Weslaco East

	SchoolAddress
	
	1201 S. Florida
	1201 E. Marshall
	1414 N. Alamo Rd.
	810 S. Pleasantview

	SchoolCity
	
	Mercedes
	Harlingen
	Edinburg
	Weslaco

	SchoolState
	
	TX
	TX
	TX
	TX

	SchoolZipCode
	
	78570
	78550
	78539
	78596


Create a Mail Merge form letter using the above DATA fields.  Include at least two paragraphs.  Use proper formatting for the letter.  In this letter, you are to inform the BPA Advisors that the 2009 National BPA Conference will be held on May 6 - 10, 2009  in Dallas, TX, and will be a huge success.  The National Leadership Conference theme is “Blazing New Trails.”  Mention that 2009 State competition will be held on March 4 – 7, 2009 in Austin, TX this year.  The State Leadership Conference theme is ‘Tune-In To BPA”.  The return address will be:

Mr. Enrique Gonzalez, Area II Region 3 Advisor

Weslaco East High School

810 S. Pleasantview Dr.
Weslaco, TX  78596
You will include a table BETWEEN the two paragraphs.  Leave one blank line before and one blank line after the inserted table.  Be sure to include all the Mail Merge fields inside the table cells.  The information in the table will be formatted like the following example:

	FIELD NAME
	DATA

	
	

	Title:
	Mr.

	FirstName:
	Gumecindo

	LastName:
	Laurel

	School:
	Weslaco East

	SchoolAddress:
	810 S. Pleasantview

	SchoolCity:
	Weslaco

	SchoolState:
	TX

	SchoolZipCode:
	78596


Note the following table requirements:

· Table is CENTERED HORIZONTALLY

· Column Headings in Row 1 are CENTERED and BOLD

· There is a blank row (Row 2)

· Type your FIRST NAME in Row 2

· Type your LAST NAME in Row 2

· Type CLASS PERIOD in Row 2

· Field names are LEFT-JUSTIFIED and BOLD

· Title is CENTERED, and BOLD

· First Name is CENTERED

· Last Name is LEFT-JUSTIFIED, BOLD, and UNDERLINED
· School is RIGHT-JUSTIFIED

· School Address is CENTERED

· School City is LEFT-JUSTIFIED, and ITALICIZED

· School State is RIGHT-JUSTIFIED
· School Zip Code is CENTERED, and BOLD

· Print Data Table (use a NORMAL HEADER)

· Add a NORMAL HEADER to the letter

· Print Mail Merge letter (with Mail Merge Codes)

· Print ONE Mail Merge letter (Kim Wilke)
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