DOON INTERNATIONAL SCHOOL, SRINAGAR
SUBJECT: ENGLISH

X > Assignment: T
Grade: VI

QNATIO,,
< <

Instructions:
» Students are to read and understand the chapter on their own before initiating to
respond to the given assignment
» The objective of this assignment is to make the students acquainted with,

v’ Learning objective: to read a biographical account, to read with understanding
and with correct pronunciation, comprehension, to spell correctly, logical
thinking, expressing and sharing ideas.

v" Skills focused: reading, understanding and answering, vocabulary and
dictionary

TOPIC: A Polar Explorer

COMPREHENSION(ANSWERS)
a. What did Amundsen’s mother want him to be? Did he follow her wishes?
Ans: Amundsen’s mother wanted him to be a doctor. He followed her wishes until she died.

b. What gave Amundsen the inspiration to be an explorer? How did he prepare for this as a
child and as an adult?

Ans: Amundsen was inspired by famous British explorers. As a child, he prepared for life as an
explorer by playing a lot of sports, sleeping with his windows open, and reading about explorers. As
an adult, he worked as a ship’s crew member where he watched, listened and learned useful skills
(on board and from the Inuit people) such as how to prevent scurvy, how to keep warm, and how to
use dogs to travel by sledge.

c. What key skills did Amundsen learn about survival? Look at the paragraphs 4 & 6.

Ans: Amundsen learned some useful survival skills but he was also very determined and well
prepared. He made sure he knew how to survive before setting off on his own expeditions.

d. What made it difficult to pass through the Northwest Passage? What helped Amundsen
achieve it?
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Ans: Very cold temperatures, shallow seas and sea ice made it difficult to pass through the
Northwest Passage. Amundsen’s boat, Gjoa, helped him pass through it because it was small enough
to pass through these waters and over the shallow areas.

e. When did Amundsen get to the North Pole?

Ans: In 1926, he made it to the North Pole.
f.  What did Amundsen’s companion mistake the Eskimo people for? Why?

Ans: Amundsen’s companions mistook the Inuit for Caribou because they were so far away.
g. How did Amundsen ‘talk’ to the Eskimos?

Ans: Amundsen ‘talked’ to the Eskimos by using a mixture of simple expression, body language,
and tone of voice: ‘expression of the fact, nods and shakes of the head, gestures and tones of the
voice’.

h. How did Amundsen die?

Ans: Amundsen disappeared on a rescue mission in June 1928 when he was fifty five years old so
we cannot be sure of how he died.

i. Why is it colder at the South Pole?

Ans: The South Pole is much cold as the thick ice and snow over the land makes it colder; in
comparison, the North Pole is over the Arctic Ocean. There is no sunlight from March to September.

J.  Amundsen said, ‘Victory awaits him who has everything in order’. Explain what he meant.

Ans: Amundsen gave this statement as he meant victory is for those who have order and discipline in
life. As his dream was to become an explorer he developed the habit exactly from his childhood.

Additional Questions: To be done by student

1) When and where was Roald Amundsen born?

2) What did Roald Amundsen used to read in his childhood?
3) Why did Roald Amundsen slept with windows open?

4) Roald Amundsen’s family profession was?

5) When did Roald Amundsen’s mother died?

6) When did he reached South Pole?

7) Lack of Vitamin C leads to

8) Name of Roald Amundsen’s ship was .
9) What was the name of Roald Amundsen’s autobiography?
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GRAMMAR

Adverb: Just as adjectives describe nouns, adverb describes or tell us something more about the
meaning of verbs.

I.  Ram swims fast.
ii.  The man walked carefully into the room.
iii.  The man walked immediately to the police station.

The words in bold are adverbs.
.Adverbs of Manner tells us how or in what manner an action is done.
Reena danced gracefully.

Lata sang melodiously.

TYPES OF ADVERBS

i ¥ l ¥
Advebs of Adverbs of | Adverbs of Time Adverbs of
Manner Place Degree

answer the
answer the answer the question “when’ answer the
question ‘how’ fuestion questions ‘how
‘where' much’

e Adverbs of Place tells us where or at what place an action is done.
| looked for my ring there.
The party is held downstairs.
e Adverbs of Time tell us when or at what time an action is done.
They will reach Delhi tomorrow.
The plane will land soon.
e Adverbs of Degree tell us how much or in what degree an action is done.
The tank is almost full.

The soldiers fought most bravely.
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[All the bold words are Adverbs]

Note: Topic “Adverbs” is provided in text book; in the lesson “Across Three Millennia” on page
number 89 (it may vary with editions), kindly go through it.

Exercise:
Form adverbs by adding ‘Iy’ to these words.

bright
wise
loving
fierce
neat
loud
silent
soft

N O~ WD PR

Fill in the blanks with the adverbs formed.

The baby was sleeping. So, we were talking
The soldiers fought the enemy
Mother dealt with the situation

1. The mother held her baby

2. Tarun does his work :

3. The stars are shining in the sky.

4. The cat crept after the mouse.

5. The dogs are barking in the park.
6.

7.

8.

PREPOSITION
Preposition show the relationship between nouns or pronouns and other words in a sentence.
e.g. Meet me in the class.
Keep the plates on the table.

Words like in, into, on, of, across, under, above, behind, near, with, through, over, by, and
between are prepositions.

Exercise: Underline the prepositions in the given sentences:

There were two apples in the basket.

The beggar is sleeping under the tree.

My grandmother lives in the apartment which is above the grocery shop.
She was getting into her car when her mother called her.

Howobdhe
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The baby is hiding behind the curtains.
The new stadium is near our house.
The baby is sleeping with its mother.
The train is passing through the tunnel.
The horse jumped over the fence.

10 Manya sat by the window.

© o NG

Note: Topic “Prepositions”is provided in text book; in the lesson “Snakes on the Loose” on page
number 125 (it may vary with editions), kindly go through it.

What is a Paragraph?

A paragraph comprises a number of sentences on a single topic. There are certain things which must
be kept in mind while writing a paragraph. They are as follows:

Unity: A paragraph should have sentences which focus only on the central theme relevant to the
topic.

Order: In a paragraph, the ideas that we are expressing have to be in a particular order with the most
important fact being mentioned first, followed by the lesser important ones. Similarly, if we are
narrating an incident, we should follow the sequence of events in which it occurred.

Variety: As a paragraph is a short composition, there is always a chance of monotony. Therefore, to
avoid this, we should add variety by altering the sentence construction as much as possible and
include different points related to the topic.

Paragraph consists of three main things; that are - introduction, body and conclusion.
Introduction: It is the most important part of the paragraph. It introduces its theme.
Body: The main points form the body. These points can be built up and developed.

Conclusion: The conclusion should sum up the main points of your paragraph.

Write a short paragraph on the following topics:

e Class Tests

e How to Keep Healthy

e The First Time | Performed on Stage
e A Memorable Vacation

Note: All the work to be done on fair notebooks.
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DOON INTERNATIONAL SCHOOL,SRINAGAR
SUBJECT - SCTENCE

Assignment:I
Grade:VI

Sorting of Materials

1. Students are to read and understand the chapter of their own before initiating to
respond to the given assignment.

2. The objective of this assignment is to make students acquainted with:
» Properties of Materials

Appearance

Hardness

Soluble or Insoluble

Transparency

Density

Need for grouping of objects

Key points:

YV V V V V

e All objects are made of one or more material. Different types of materials have different
properties.

e Thing are grouped together for convenience and so study their properties.

e Material is grouped together in the basis of similarities and differences in their properties.

e Materials which can be compressed or scratched easily are called soft material. Like cotton
and sponge.

e Materials which are difficult to compress are called hard material. Like copper and iron.

e Substances that do not mix in water and appear even after we stir for a long time. These

substances are called insoluble substances. Like iron fills, stones, rubber etc.

INTRODUCTION:

When we look around, we find ourselves surrounded by a number of objects. Some of these

different objects are made from a number of different materials, while others are made using the
same material. For Example, both desk and chair are made from wood while pen and dustbins

are made using plastic. The material from which an object is made depends on its properties.
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Properties of Materials

Appearance

Hardness

Soluble or Insoluble

Density of objects

Transparency

1. Appearance:

Materials can be classified on the basis of how they look or appear to be. Some materials have
luster, which is a very gentle sheen or soft glow to them while others are plain and dull looking.
Materials that have such luster can usually be classified as Metals. Examples include gold,
copper, aluminum, iron etc. Usually, a metal loses its luster after some time due to the action of

moisture and air on it. Therefore only freshly-cut metals appear to have luster on them.
2. Hardness:

Materials that can be easily compressed or scratched are called Soft and the materials that cannot

be scratched and are difficult to compress are termed as Hard.
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3. Soluble or Insoluble

Materials that can be dissolved in water upon stirring are said to be soluble materials. For

Example, Sugar and Salt can be dissolved in water.

Materials that cannot be dissolved in water no matter how much we stir them are said to be
insoluble materials. For Example, Stones and Clothes cannot be dissolved in water.

Not just solid materials, even liquids have the property of being soluble or insoluble. For

Example, Lemon

Juice can easily dissolve in water while oil does not dissolve and deposits as a thin layer on the

uppermost layer of water.

4. Objects may float or sink in water

There are some insoluble objects or materials which sink to the bottom of the surface when
dissolved in water while some other float on the surface of the water. For Example, leaves and

corks float in water while rocks and coins sink in water.

5. Transparency:

Objects or materials which can be seen through are said to be transparent objects. For
Example, Glass, clear water and some plastics can be seen through and are hence

transparent materials.

Objects and materials through which things can be seen but only partially are called
Translucent objects. Butter paper and frosted glass are some examples of translucent

objects.

Objects which cannot be seen through are known as opaque objects. For Example, Metals,

wood and cardboard are some examples of opaque materials as you cannot see through them.

Thus, we can group objects on the basis of their appearance, whether they are hard or soft,
whether or not they can be compressed, if they dissolve in water or not and if they float or
sink and lastly if they can be seen through clearly, partially or at all. In this way, materials

can be grouped on the basis of their similarities and differences.
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Why do we need to group objects?

We need to group objects for number of reasons:

Convenience We often group objects in Convenience
order to store similar .

to store: objects together in order to to StUdy'
locate them easily in the
future. Even in our homes,
we store spices togetherin
the kitchen while storing
washing products in our
bathrooms.

We also group objects so
that it becomes easy for us
to study their features as
well as the patterns of
these features.

SOLVED QUESTION- ANSWERS (to be done on fair note-book)

C. Short-answer questions:

1. Five materials are

(i) steel — utensils (i) plastic — bottles

(iii) wood — furniture (iv) cotton — clothes

(v) leather — shoes

2. Anything that occupies space and has mass is called matter. For example, water, air and so

on.
The two things which are not matter are heat and light.

3. All matter occupies space and has mass.

4. The smallest particle of an element is an atom whereas the smallest particle of a compound is

a molecule.

5. The feeling of a surface or substance, i.e. the smoothness, roughness, softness and so on is

known as texture.
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6. Because some metals lose their lustre when exposed to air and moisture.
7. Paper can be made translucent with a coating of oil.
8. Atoms join together to make molecules. Millions of different kinds of molecules can be made
from these 118 different kinds of atoms. That is why we see millions of compounds all around
us.

D. Long-answer guestions:

1. Grouping together things with similar properties is called classification. It is useful
because it makes studying the properties of things much easier.

2. Although living things share some common properties, they differ from each other in
several ways. Living things are further classified into subgroups such as plants and animals. Each
of these can be further classified based on certain properties. Animals can be classified into

groups like insects, fish, amphibians, reptiles, birds and mammals. For example, all insects

have six legs. But each group differs from other groups in some ways.

3. The three states of matter are:

Q) solids — definite shape and volume
(i) liquids — definite volume, but no definite shape
(iii)  gases — no definite shape or volume

4.Water causes all molecules in a solid piece of sugar to break apart. The individual molecules,
when separated, are so small that we cannot see them. In this way sugar dissolves in water.
5.The mass per unit volume of a substance is known as density. A substance which is less dense
than water will float on water. Substance which is denser than water will sink in water.

6. Liquids which mix with each other are called miscible liquids, for example, milk and water.

Liquids that do not mix with each other are called immiscible liquids, for example, oil and water.

7. Almost all light can pass through transparent objects, for example, air and clear water, whereas

light cannot pass through opaque objects, for example, book and a stone.

Answer these questions on fair note-book

1. How can you find whether a material is lustrous or non lustrous?

2. What is the importance of oxygen gas dissolved in water?
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Life skill questions:

3. Two objects A & B are put in water. Object A floats while as object B sink. Explain
your friend the reason why object A floats while B sinks even if both are of same
shape and size.

4. Why do students mostly prefer covering their books with cellophane sheet rather than

with brown sheet?
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DOON INTERNATIONAL SCHOOL, SRINAGAR
SUBJECT: SST

= ASSIGNMENT: I
GRADE:VI

CHAPTER NO.2 : Early humans-1

Instructions:

e Students are to read and understand the chapter on their own before

initiating to respond to the given assignment.
e The objective of this assignment is to make students acquainted with

evolution of early humans.

Crux of the chapter is given below:

Hunters— Gatherers Nomadic

Hunted animals for meat and Moved from place to place in
gathered fruits, roots, honey search of food and water
and so on

)

Clothes
Early Humans/ Life in the Pre-
Historic Period Stitched from animal hides
/ and barks

Tools Habitat
Made of stones, sticks, and bonesto Lived in caves and small primitive
protect themselves from wild huts made of twigs, logs and animal
animals, to chop trees, and so on skins.
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Important points to remember about this chapter:

1. Hominids: Hominids were not human beings, but they shared similar characteristics to
humans.

2. Stone Age: The predominant use of stone tools has led archaeologists and historians to
term this period as the Stone Age.

3. The Paleolithic Age/ The Old Stone Age: The ages roughly between 500000 BCE and
10000 BCE.

4. Mesolithic Age/ Middle Stone Age: The ages roughly between 10000 BCE and 8000
BCE.

5. Neolithic Age: The Neolithic Age extended roughly from 8000 BCE to 4000 BCE. In
some places, however, the Neolithic culture continued even as late as 1000 BCE.

Time to learn (Page no-14)

(A) 1. Hunters and gatherers. 2. Middle. 3. Flint. 4.Fire. 5. MP
B)LT 2.T 3.F 4T 5F 6.F 7T 8F 9.T 10.T

Short answer questions

Q1. Why were early humans always on the move?
Ans. The early humans moved from one place to another in search of water, food and shelter.
Q2. What are sites? Write the names of two Mesolithic and two Neolithic sites.

Ans. Sites are places where we find evidences for hunters-gatherers. These evidences are commonly
found in the form of stone tools.

Mesolithic sites- Bagor, Adamgarh
Neolithic sites- Mehrgarh, Burzahom.
Q3. Why did early humans use flint to make tools?

Ans. Early humans used tools made from flint because it chips easily and so can be fashioned into
desired shapes.

Q4. Why did early humans paint on cave walls?

Ans. Early humans painted on cave walls to express their feelings and to celebrate ceremonial
occasions.

13 Doon International School, Srinagar




Long answer guestions

Q1. Write any one technique of tool making.

Ans. Early humans collected stones and shaped them into tools. They used two techniques- the stone
method and the pressure flaking method. In the former, one stone (stone 1) was struck on the other
stone (stone 2) to turn Stone 1 into the desired shape.

Q2. How was fire useful to the early humans?

Ans. Fire was useful to early humans because it provided them light, kept them warm and safe from
wild animals, and was used to cook food.

Q3. Write a short note on the paintings discovered at Bhimbetka.

Ans. Many prehistoric paintings were discovered in the caves and rock shelters at Bhimbetka. The
themes depicted men hunting or riding animals, dancing and performing religious rituals; woman
grinding and preparing food; children running, jumping and playing. Red, green, white and ochre
were the common colours used in these paintings.

Extra (Conceptual) questions (to be written in own words):

Q1. Why is our knowledge of the prehistoric period limited?

Q2. Write three points how discovery of fire made life easier?

Note: Do all the textual as well as extra questions on your fair notebook.
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L.No-03 Early Humans-I|

Crux of the chapter given below

Human population began to ]

|

v
There was a great demand for ]
- : |

l

Hunting and gathering could not meet ]

l

growing, and harvesting

v 4
People learnt the art of farming: sowing, ] Grains ]

I l

v (
People did not travel long distance on J Granaries ]

1 l

No ook owdPE

Built strong permanent houses },\ From food
gathers they

Important points to remember about this chapter:

Neolithic people began to live in groups in small villages.

Groups became close knit.

Developed into tribes.

New occupations and specialization of labour.

Divided the society into various groups on the basis of their skills.

Gave rise to new customs—Dburying the dead, rituals, and ceremonies emerged.
Elaborate tombs have been found in Europe.

Time to learn (Page no-20)

(A). 1. Sickles. 2.Wheat and barley. 3.Burzahom. 4.Copper.
5.Daojali hading.
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Very short answer types:

Q1. Name some of the animals domesticated by early humans.
Ans. Early humans domesticated such as dogs, pigs, goats, sheep, cattle, horses and donkeys.
Q2. What enabled early humans to make pots of different shapes and sizes in much lesser time?

Ans: The invention of the potters wheel enabled early humans to make pots of different shapes
and sizes in much lesser time.

Q3. In which period did pottery make its appearance in Mehrgarh?
Ans: Pottery made its appearance in Period Il of Mehrgarh.
Q4. Name two Neolithic sites in Tripura.

Ans: Agartala, Jirania are two Neolithic sites of Tripura.

Short answer types:

Q1. Why did early humans make pottery? How did they learn to make pottery?
Ans: Early humans made pottery to store grains, cooked food and liquids.

Initially, early humans made clay pottery which was shaped by hand and then baked in fire.
Later, the potter’s wheel enabled early humans to make pots of different shapes and sizes.

Q2. How do we get to know about the existence of early farmers?

Ans: We get to know about the existence of early farmers through charred grains and seeds of
wheat, barley and many kinds of lentils found at many sites in J and K.

Q3. Write a short note on Daogali Hading?

Ans: Daogali Hading is a Neolithic site in Assam. Archaeologists have unearthened corn
grinders, pestles, mortars, ceramics, pots and polished stone tools at Daojali Hading. The people
living here, perhaps, practiced agriculture.

Long answer types.

Q1. How did agriculture change the life of early humans?

Ans: Agriculture changed the life of early humans. They grew crops in the fields and built mud
houses. People begun to lead a settled life and no longer more from place to place in search of
food.
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Q2. How was the invention of wheel and important step towards progress of early humans?

Ans: The invention of wheel was an important step towards progress for early humans as it
helped humans to move from one place to another quickly, move heavier objects with less effort,
and make pottery of better quality.

Q3. Describe the pit-houses found at Burzahom.

Ans: The pit-houses found at Burzahom were wide at the base and narrow at the top. Some pits
that were deep had steps that led down. Some had ovens made of clay or stone that might have
been used for cooking.

04. Write a short note on:

a) Daily life of early humans.

Ans: Early humans lived in groups. The strongest member was made the leader. Members of the
group performed tasks which included looking after animals, cultivating fields, and making tools
and pots. Singing, dancing and painting must have been popular modes of entertainment

b) Mehrgarh Period 1.

Ans: During this period, wheat and barley were the main crops. Farmers domesticated sheep,
goats and cattle. There is no evidence of pottery during this period. The houses were made of
mud and were often rectangular or square in shape. Mini burial sites have been discovered. The
graves contained objects such as lapis lazuli, lime stone, sea shells, turquoise and stone axes
along with figures of animals and woman.

Extra (Conceptual) question (to be written in own words):

Q1. According to you why early humans used to bury dead with burial goods?

Note: Do all the textual as well as extra questions on your fair notebook.
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DOON INTERNATIONAL SCHOOL, SRINAGAR
SUBJECT: MATH

Assignment:I
Grade:VI

Chapter: Playing with Numbers

Instructions:

> Students are to read and understand the chapter on their own before initiating to respond
to the given assignment.

> The objective of this assignment is to make the students acquainted with;

. What is the meaning of LCM in real sense?

. What are the properties existing with the LCM of numbers.

. How; finding LCM of the numbers will be used to handle the day to day problems.

° What property is existing between HCF and LCM of two or more numbers?

Least Common Multiple

We can find common multiples of two or more numbers. For example, common multiples of 5 and

15 are 15, 30, 45, 60, ... Now which multiple is least of these? It is called the lowest common
multiple (LCM). So we say that the LCM of 5 and 15 is 15.

How to find LCM of humbers:

Prime factorization method:

i) Find the prime factors of the number.
ii) The LCM of the product of prime factors counted the maximum number of times they
occur in any of the numbers.

Let’s find the LCM of 18 and 24 using prime factorization.

Prime factors of 18 = 2x3x3

Prime factors of 24 = 2x2x2x3

Now here the factor 2 occur maximum three times and 3 occurs maximum two time.
S0 LCM = 2x2x2x3x3 =72
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Division Method:
i) Write the numbers in a row separated by commas.
ii) Divide the numbers by prime number that divides at least one of the numbers.
iii) Write the quotient just below the numbers. In case the number is not divisible by the
prime number, write it as it is.

iv) Repeat this process till you reach co-prime numbers or 1
V) The LCM is the product of the divisors and the quotients in the last row

2 18 24 12
2 9 12 6
3 9 6 3

3 2 1

Therefore LCM = 2%x2xx3x3%x2 = 72

Q1. Find the least number which when divided by 6, 15 and 21 leaves a remainder 3 in each
case.

Sol. We find the LCM of three numbers. Either by prime factorization method or by division
method.

LCM =210

Hence 210 is the least number which when divided by 6, 15 or 21 leaves a remainder 0. Hence the
least number that leaves a remainder 3 when divided by 6, 5 and 21 is LCM+3=210+3=213.

Q2. Three bells toll after every 15 minutes, 30 minutes and 60 minutes. If they start tolling
together at 10 a.m, at what time will they toll together again?

Sol. This can be done by finding the LCM of 15, 30, 60
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3 15 15 30
5 5 5 10
1 1 2

LCM = 2x3x5x2 = 60

Hence the three bells will toll again after 60 minutes thatis at 11 a.m;

Q3. Toy train A crosses a pole after 24 seconds. Toy train B crosses a pole after every 30

seconds and toy train C crosses a pole after every 36 seconds. After how many minutes,
do they all cross a pole together?

Sol. This also can be done by finding the LCM of 24, 30, and 36 seconds.

2 24 30 36
2 12 15 18
2 6 15 9
3 3 15 9

1 5 3

LCM = 2x2x2x3x5x3 = 360

Hence the three trains will pass the pole after 360 seconds or 6 minutes
Q4. Find the lowest number of four digits that can be divided by 22, 36 and 42.

Sol. we find first the LCM of 22, 36 and 42.

20 Doon International School, Srinagar




2 22 36 42

2 11 18 21

3 11 9 21
11 3 7

Therefore LCM = 2x2x3x11x3x7 = 2772

Therefore the lowest number of four digit number is 2772 that can be divided by 22, 36 and 42. If it

was largest four digit number, then the number will be 2772 x 3 = 8316.
Q5. Find two numbers closest to 5000 that are divisible by 36, 21 and 12.

Sol. Again we find the LCM of 36, 21 and 12

2 36 21 12

2 18 21 6

3 9 21 3
3 7 1

Therefore LCM = 2x2x3x3x7 = 252

Now the two numbers closest to 5000 are 252x19=4788 and 252x20=5040

Relation between HCF and LCM

Product of two numbers = HCF of two numbers x LCM of two numbers.

Some facts about LCM and HCF:

» Product of two given numbers = HCF x LCM
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HCF of given numbers cannot be greater than the numbers.

LCM of given numbers cannot be less than the numbers.

If HCF of two numbers is equal to one of them then the LCM is equal to the other number.
HCF of two numbers is always a factor of their LCM.

Let A and B are two numbers, then
HCF of Aand B XLCM of Aand B

YV V VYV V V

A=
B
Similarly
HCF of Aand B XLCM of Aand B

B=
A

Note: Students are directed to do the remaining questions of the exercises on

fair note book

Assignment questions to be done on fair note book:

Q1. What is the smallest number which when increased by 3 is exactly divisible by 21, 27 and
357

Q2. Three frogs take 150cm, 125cm and 84cm long jumps. If they jump together from a
point, at what distance will they jump together again?

Q3. Three persons take 3 minutes 20 seconds, 3 minutes 40 seconds and 4 minutes to run on
a round track. If the three start together at 12 noon, when will they meet next?

Q4. Write the greatest 4-digit number that is divisible by 3 and 9.
Q5. Find the LCM of the smallest composite and the smallest 2-digit number.
Q6. If the LCM of 15, 20 and 30 is 60, then find their HCF by using the relation given above.

Q7. If the product of two numbers is 20736 and their HCF is 24, find their LCM.
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DOON INTERNATIONAI SCHOOL,SRINAGAR

SUBJECT - Computer

Assignment:1
Grade:VI

Chapter:- Using Mail Merge

MAIL MERGE

A 4 A 4

Data source Main

document

Mail merge is a feature within most data processing applications that enables users to
send a similar letter or document to multiple recipients. It enables connecting a
single form template within a data source that contains information about the
recipients name, address and other predefined and supported data.

Main document.

It contains the information (text) that we wish to send to all the recipients.

Merge field

It is a data item such as Name, Address, City, Pin etc. which instructs MS word
where to insert the data source (Names, addresses) information in the main
document.

Mail merge involves three basic steps

A 4

Creating a main document. l

Merging the data source
Specifying a with the main document.

data source.
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The Data source can be created in MS word database file or it can be created in
another application like MS Excel or MS Access.

Answer the following .
Qno.1:-What do you understand by the term Mail Merge?

Ans :-Mail merge is a feature in Ms word which is used to combine a data source
with the main document. It saves our time and energy to send letters at multiple
addresses.

Qno.2:-How many documents are combined while using Mail merge feature ?
Name them.
Ans:-Two documents are combined_while using Mail merge feature. They are

e Data source
e Main document

Qno.3:-What is data source?

Ans :- Data source consists of mailing list, for example ,name, address, city, pin,
telephone number etc. The data is organized in tabular form along with the field
names. The data source is associated with the main document.

Qno.4:-What is a Main document?

Ans:- Main document contains the text that we wish to send to all the recipients.

Qno.5:-How will you create a Recipient list for the main document?
Ans :- Follow the steps for creating the recipient list.
Step 1:- Create and save the main document

Step 2:- Click on the Mailings Tab. Start Mail merge group ,choose select-Rgcipients
Click on Create option and Type a new list .

Step 3:- The new address list dialog box appears .Click on the customize columns
button to add or remove fields.

Step 4:- Now enter data in the respective fields and click on New entry button .Enter
as many records you want and click on Ok button.

Step 5:-You will get a save address list dialog box.
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Step 6:- Specify a file name : Text box and click on Save button.

Now Mail merge recipients Dialog box appears, in which we will find all the records
you have entered.

Answer the following questions.

Qno.1:-What is the use of Mail Merge? What do you mean by a field?
Qno.2:-1llustrate record.

Qno.3:-What are the merge fields?

Qno.4:-How can we setup the main document?

Qno.5:- What do you mean by a field?

Qno.6:-What are the two files required for mail merge?

Practical work:-
Prepare a data source of your friends. Using Mail Merge feature ,create an invitation letter
and invite them on your birthday.
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