
 

 Tables 

o Inserting Tables 

o The Tables and Borders Toolbar 

o Entering and Editing Text in a Table 

o Inserting and Deleting Rows and Columns 
(single and multiple) 

o Sizing Rows and Columns, including best fit 

o Formatting Text in a Table 

o Merging and Splitting Cells 

o Borders and Fill 

o Totaling Columns in a Table 

o Sorting Tables 

 Forms 

o The Forms Toolbar 

o Creating and Editing Drop Down Lists, Text 
Fields, and Check Boxes 

o Inserting Fields in a Form 

o Protecting and Saving the Form 

o Entering and Saving Data in a Form 

 Mail Merge 

o The Mail Merge Helper 

o Creating a Data Source - Setting Up Mail 
Merge Fields 

o Adding Records to the Data Source 

o Creating a Mail Merge Mail Document 

o Merging 

o Simple Sorting for Records in a Data Source 

o Filtering Records in a Data Source 

o Attaching to an existing Data Source 

o Mailing labels and envelopes 
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