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Office Productivity Training 
Helping your employees work smarter, not harder 

Word Level 2 

Mail Merge & Tables 

 

Module 1 

 Formatting a Field 
 Working with Mail Merge Tools 

Module 2 

 Sorting 
 Mailing Labels 

Module 3 

 Working with Tables 
 Performing Math 
 Inserting Spreadsheet Files 
 Linking Files 

 


