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i 1 kasi pengolah kata

e Di bawah Microsoft Windows : Microsoft
Office Word

* Aplikasi lain: Open Office Writer
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masal (Mail Merge)

yuat sure

. Membagi halaman menjadi beberapa section

1

2

3. Membuat daftar isi secara otomatis
4. Equation editor

5

. Autotext tabel dan thesaurus
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Nomor
Kepada
Alamat
Perihal

klik menu Mailings -> Start Mail Merge -> Step by Step
Mail Merge Wizard




Mail Merge (lanjutan) | "'” ‘ | r ‘ F " r MM'
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Home Insert Fage Layout References Mailings Review View

|||start Mail|  Select
Merge = | Recipients =

N | Letters
E-Mail Messages
Envelopes...

Labels...

Directory

Step by Step Mail Merge Wizard...




ail Merge (lanjutan)
*)Mmembuat format surat secaka masal

i
Jdd=9- 0 Ie' @ ] Document2 - Microsoft Word

Home Insert Page Layout References

Envelopes Labels Start Mail Select
Merge = Recipients ~ Rec

Mail Merge

Select document type

What type of document are you
working on?

~) E-mail messages

") Envelopes
Nomor: °) Labels

~J Directory
Kepada:

Letters

Alamat: Send letters to a group of people,
You can personalize the letter
Perihal :l that each person receives.

Click Next to continue,

Section:1 Page:1ofl | Waor

—_—  —
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Al

Home Insert Page Layout References Mailings Review

Envelopes Labels Start Mail Select
Merge = Recipients ~ Re

Momor:
Kepada:
Alamat:

Perihal |

Section:1 Page:1 of1

View

Document2 - Microsoft Word

Mail Merge v X

Select starting document

How do you want to set up your
letters?

( E Use the current documenz >
_) Start from & template

~) Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information,




Mail er"(I \jutan)

*) membuat format surat secara masal

Mail Merge ¥ X

select recipients

Lse an existing list

Select from Outlook contacts

Mew Address List

@ Type a new list

Type redpient information in the table. To add more entries, dick New Entry,

Type a new list

Title w | First Name w | Last Mame w | Company Mame |P-.|:I-:Iress Line 1 w |

Type the names and addresses of
redpients.

4

| Mew Entry | | Find... |

| Delete Entry | Customize Columns...

Step 3 of 6

& Mext: Write your letter

¥ Previous: Starting document



Customize Address List

Field Mames

First Mame

Last Mame
Company Mame
&ddress Line 1
Address Line 2
City

State

ZIP Code
Country or Region
Home Phaone
Waork Phone
E-mail Address

Eename...

- | Mowve Down |

Ok

l | Cancel |

MV ETL

lerge (lanjutan)
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Customize Address List

Field Mames

.Hepada
Alamat
Perihal

- Mowe Down

] | Cancel |




Mew Addres

Typ pient information in the table. To add more entries, dick New Entry.

[Nonr  v[Kedh  v[Aera  v[Pewa <]

U i.”nﬁerg!'(il!,-uw)" |’
*) membuat format surat secara masal

Mew Addre

Ty dpient information in the table. To add more entries, dick Mew Entry.
R [ e [ S = i——
. 1 Bogor Izeng

Iseng lagi

Cancel
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*) membuat format surat secara masal

Mail Merge Recipients e ————————— E '

This is the list of redpients 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 redpients from the merge. When your list is ready, dick Ok,

Data Source 2 Momaor « | Kepada » | Alamat « | Perhal

1ata g =IO E F ¥y SEN
datamailmerge.m... [¥ 2 Adit Bogor Izeng lagi

Data Source Refine redpient list

ﬁl Sort...

| Filter...
= Find duplicates. ..
23 Find redpient...

_:L Validate addresses..,
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Mail Merge ¥ X

select recipients

@ Use an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Office Address List] in "datamailmerg

Select a different list. ..

o Editredpient list...

Step 3 of 6

C & MNext: Write ‘,'DU@

¥ Previous: Starting document

Mail Merge

Write your letter

If you have not already done so,
write your letter now,

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below,

=] Address block. ..
= Greeting line. ..
% Electronic postage. ..
When you have finished writing
your letter, dick Next. Then you

can preview and personalize each
recpient's letter,

Step 4 of 6

Mail ;'L- (lanjutan)

*) membuat format surat secara nasal

? e

Insert Merge Field

Insert:

Address Fields @ Database Fields

Alamat
Perihal

|Matn:h Fields... | [ Insert l | Cancel

& Mext: Preview your letters

#@ Previous: Select redipients

*) posisikan kursor di tempat yang
akan diisikan data.
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Momor: « Momor»

Perihal: « Perihal::-:;|

the items below.
=] Address block. ..
= Greeting line. ..
_f| Electronic posta

A More items. ..

#@ Previous: Select redipients




Mail Merge (lanjutan)
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Momor:1
Kepada: Adit
Alamat: Bogor

Perihal: Iseng|

Mail Merge

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, didk one of the
following:

o

] Find & recpient...

Make changes

You can also change your
recpient list;

o Editredpient list...

| Exdude this recpient

When you have finished
previewing your letters, dick
Mext. Then you can print the
merged letters or edit individual

letters to add personal comments.

Step 5of 6

& Mext: Complete the merge

¥ Previous: Write your letter

Mail Merge

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, didk one of the
following:

|:| Recpient: 2 [

a redpient...

Make changes

You can also change your
recpient list;

o Editredpient list...

| Exdude this recpient

When you have finished
previewing your letters, dick
Mext, Then you can print the
merged letters or edit individual

letters to add personal comments.

Step 5 of 6

& Mext: Complete the merge

¥ Previous: Write your letter

MNomaor:2
Kepada: Adit
Alamat: Bogor

Perihal: Iseng lagi
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Section: 2

Page: 2 of 2

Words: 0
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*)' emisahkan tiap halaman di dokume

Page Number

Document? - Microsoft Word

Page Layout References Mailings Review View

D WK e = e A E

Cover Elank Page Table Pickure Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference || Header Footer | Page Text Quick WordA
Page~ Page Break ~ Art - MNumber = Box~ Parts ~ ~

Top of Page
Eottom of Page
Plain Number 1 Page Margins

Current Position
Format Page Mumbers...

Remove Page Mumbers

Plain Number 2

Plain Number 3

Page X
Accent Bar 1







*)imemisahkan tiap halaman di dokume

preeen, LU

nu Insert -> Page Number ->

Document2 - Micro s_I:IFt Word

Home Insert Page Layout References Mailings Review View

Cover Blank Page Table Picture Clip Shapes Smartart Chart Hyperlink Bookmark Cross-reference || Header Footer Page Text Quick WordArd
Page~ Page Break Art ; Mumber ~ Box~ Parts~ 5

Top of Page L
Bottom of Page

Page Margins

Current Position

ormat Page Mumbers...

E
" Bemaove Page Mumbers
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) emisahkan tiap halaman di dokume
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Page Number Format Page Number Format

Mumber format:( || Mumber format 1, 2, 3, ...

Incdude chapter number

Page numbering Page numbering

Continue from previous section Continue from previous section

@t at: i @t at: |1
| |

*) halaman 2
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BAB | Pendahuluan
Latar Belakang
Tujuan Penelitian
Manfaat Penelitian

BAB Il Tinjauan Pustaka
RFID

BAB Il Metodologi Penelitian
Studi Pustaka

Analisis Kebutuhan
Perencanaan

Perancangan

Implementasi

Pengujian

BABI Pendahuluan
Latar Belakang
Tujuan Penelitian

Manfaat Penelitian

BABII Tinjauan Pustaka
RFID

BAB ITI Metodologi Penelitian
Studi Pustaka

Analisis Kebutuhan

Pemcanaan

Perancangan

Implementasi

Pengujian|




BAB I Pendahuluan

Latar Belakang
Tujuan Penelitian

Manfaat Penelitian

BABII Tinjauan Pustaka
RFID

Tl| aaBbCcDc AaBbCeDe {AaBbC:| AaBbCc AAD acsbee .

TMormal T Mo Spaci.. | Heading 1 Heading 2 Title Subtitle

10 1 111 - 1] Heading1 14 1 - 15°
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BAB I Pendahuluan
Latar Belakang

Tujuan Penelitian
Manfaat Penelitian

BAB Il Tinjauan Pustaka
RFID

BAB IIl Metodologi Penelitian
Studi Pustaka

Analisis Kebutuhan
Perencanaan

Perancangan

Implementasi

Pengujian

BAB I Pendahuluan
Latar Belakang
Tujuan Penelitian
Manfaat Penelitian

BAB II Tinjauan Pustaka
RFID

BAB III Metodologi Penelitian

Studi Pustaka
Analisis Kebutuhan

Perencanaan

Perancangan

Implementasi

Pengujian
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. 14| Area of Circle

Cover Picture

Page ~
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Binomial Theorem

n
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k=0

Expansion of a Sum
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Fourier Series
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Equation Tools
Home Insert

‘]'c f_-"(_ Professional

Page Layout

References

X e yx [1 3 oy sme {4 lim A [
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€3 Linear b X =X i=0 n+oo 01
Equation = Fraction Script Radical Integral  Large Eracket Function Accent Limit and Operator Matrix
- abe Normal Text =l - - - - Operator= = - - Log = - -
U}

|{| Type equation here.
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Departemen [lmu Komputer, FMIPA, IPB

Eampus IPB Darmaga
Il Meranti Wings 20 Level V

Bogor 16680
phone/fax : +62 251 625384
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-
Create New Building Block l ® “
Mame: ilkom|
Gallery: Quidk Parts -
Category: General -
Description:
Save in: Building Blocks. dotx -
Options: Insert content only -
Ok Cancel
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Get More on Office Online...




Recent Documents

Save

Save As

Print

Prepare

Send

Fublish
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" . Customize the Quick Access Toolbar and keyboard shorteuts.
Display
Chao et Customize Quick Access Toolbar:
Praafin <|:
g [ All Commands D | For all documents (default) IZ|
Save
LURPY db FILLUNe...
- New
Advanced Copy Hyperlink E Save
“Customize —_..l Copy Ink As Text E Open
Copy Text ¥} Undo »
Add-Ins [ Cover Page b O Redo
Trust Center 2R [3, Print Preview
Create AutoText... @ Quick Print
Resources -
.j_"; Create AutoText...
ﬁ Create Document Waorkspace
Create Graphic -
&2 Create Link
Lﬁ Create Microsoft Office Outlook ...
Create New Theme Colors..
Create New Theme Fonts...
|®  Create Subdocument
.|'." Crop
[ﬂ Current Position »
Current Selection -
Curve
Custom AutoText »
Custom Bibliography »
Custom Bottom of Page 3
L3
e E
|:| Show Quick Access Toolbar below the Ribbon
Keyboard shortcuts:
[ OK ] [ Cancel
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