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USING MAIL-MERGE

Again we are not going to talk about it, we are just going to do it. We’ll repeat the exercises in the
previous module, but this time generating personalised E-mails and Letters.

Exercise — Using FIND to select your records
Click the Mail-Merge Button in the GEM Toolbar to open the FIND Form.

Click on the People Tab % FIND - Organisations/Pecple =R
Enty Type } T i t Peaple IAddressasl Contact Numbersl Categorias] Query L\brarﬂ Opt\ons}

and enter Employer as UEE EibstName: L2t (it £5= This Tab enables you to restrict which People are included in your Current Selection - based
¢ ’ . . | j ‘ j ‘ j ‘ j on fields that are unique to People.

Repton Steel’. This will Nckname: _ Last Hame: Age Range:

| =1 | Sl B[]

H Job Title: Employer:

display all of Repton : ] N

Steel’s Staff in the
Current Selection.

Current Selection | Accumulated Selections | Exceptions

rols above to mak
eir Name, or us

r selection. When you have found what you are looking for, double-
of the buttons at the bottom of the form. To restart the Current Selection

se the 'Clear Teon. Select All | Deselect All ‘ Clear All | Refresh ‘
It Wi” also display th Name Address Phone No | FaxNo Mohile No ‘ Job/Parent Organisation ‘
@ comnie Juniper 2 Epping Place, Highbury. Macksville, New South GB891-4567 Accountant, Repton Steel
Accumulated 5e|ec H s @ Brenda Smith 2 Epping Place, Highbury, Macksville, Mew South .. 6691-4567 Marketing Consultant, Repton S...
8 Ebwyn Srnith 2 Epping Place, Highbury, Macksville, Mew South .. 6691-4567 Advertising Consultant, Repton ..
an d Exceptions Ta b . 8 John Smith 2 Epping Place, Highbury. Macksville, New South . 6891-4567 Errand Boy, Reptan Steel
8 Ken Srith Jnr. 2 Epping Place, Highbury, Macksville, Mew South .. 6691-4567 Area Manager, Repton Steel
8 David Srith 10 Nambucca Street Highbury, PO Box 25 Highbu...  7642-3210 7894-3211  Wy: 0421-333-333, .. CEO, Repton Steel
@ Jenny Smith 10 Nambucca Street, Highbury, PO Box 25 Highbu... 7842-3210  7894-3211 W 0722-333-231. .. Accounts Person, Repton Steel

Note there are only two
home addresses involved.

Click the Accumulate | |

Button. ThIS Wl” move Search Results : 7 rows

Assign Category Remove Category ‘ Edit Selected Records Only Print Selected Al Accumulate Add to Exceptions Mail Merge

Cancel |

the contents of the

Current Selection Accumulated Selections IEx:eptians}

‘Current Selection’ into

This Tab displays all the Selections that have been Accumulated so far.
Trems are added to this list by clicking the "Accumulate’ button on the 'Current Selection' tab.

Ciear Accumuiated

the Accumulated

Address: [ Phone: | Fax: [ Mobile: | Job / Pare
.
2 Epping Place, Highbury, Macksville, New South Wales 2447, / 6891-4567 Marketing Consu
SEIeCtlons Ta b : Connie Juniper 2 Epping Place, Highbury, Macksville, New South Wales 2447, / 6891-4567 Accountant, Rep
David Smith 10 Nambucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210 7894-3211 0421-333-333  CEO, Repton Ste
Elwyn Smith 2 Epping Place, Highbury, Macksville, New South Wales 2447, / 6891-4567 Advertising Cons
1 Jenny Smith 10 Nambucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210 7894-3211 0722-333-231  Accounts Persor
CI ICk the current John Smith 2 Epping Place, Highbury, Macksville, New South Wales 2447, / 6891-4567 Errand Boy, Rept
. . . Ken Smith Jnr. 2 Epping Place, Highbury, Macksville, New South Wales 2447, 4 6891-4567 Area Manager, R
Selection Tab, which will
now be em pty' S EIND - Organisations/People E@
Entity Types | Organisations FPeople | Addresses | Contact Numbers | Categories | Query Libral Options
ty Types| org a ry Library | 0p
C||Ck the clear A" Button Title: EEEHName: Middle Name: E2E This Tab enables you to restrict which People are included in your Current Selection - based
‘ j ‘ j ‘ j ‘ j on fields that are unique to People.
Nickname:

Last Name: Age Range:

to clear the previous filter
Job Title:

controls and then select

Employer ‘Super Dollars —

H 7
B rl Sba n e, H Q . Use the controls above to make your selection. When you have found what you are looking for, double-
click their Mame, or use one of the buttons at the bottom of the form. To restart the Current Selection
use the 'Clear All' button.

Current Selection WAc:umu\atad Salact\onsl Exceptions

Select All ‘Dese\e:ti—\\l Clear All ‘ Refresh

. . MName Address Phone Mo | FaxMo Mahile Mo | Job/Parent Qrganisation |
O n Ce aga I n CI ICk th e s Craig Conifer 6 Bald Hills Street, Bald Hills, Brishane, Queensla..  3456-1234 Adrministration, Super Dollars - .
. @ Krista Conifer B Bald Hills Street, Bald Hills, Brishane, Queensla. 3456-1234 Accountant, Super Dollars - Bris
Accumulate Button. This 8 Roben Coniter 6 Beld Hils Street, Bald Hills, Brishane, Queensla..  3456-1234 CEO or Manager, Supsr Dollar
@ Roslyn Conifer 6 Bald Hills Street, Bald Hills, Brishane, Queensla..  3456-1234 Draughtwaman, Super Dollars -

will add the ‘Curre
Selection’ to the
‘Accumulated Selections’
Tab.

Search Results : 4 rows

Assign Category Remove Category Edit Selected Records Only Print Selected Addresses” | Accumulate | Add to Exceptions

Mail Merge Cancel ‘
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You can make as many

This Tab displays all the Selections,
Trems are added to this list by |

‘Current Selections’ as

Current Selection Accumulated Selections Exceptmns]

at have been Accumulated so far.
ng the 'Accumulate’ button on the "Current Selection’ tab.

Clear Accumulated Selections

you like, like this and
accumulate them into a
single list. If someone is

ANEN

Krista Conifer
| |Robert Conifer
| |Roslyn Conifer

in multiple ‘Current

Selections’, they will onl

appear in the final lis
once.

Record: |4| | 1r |>

Name: Address: [ Phone: | Fax: [ Mobile: | Job / Pare
| »_|Brenda Smith| 2 Epping Place, Highbury, Macksville, New South Wales 2447, 4 6891-4567 Marketing Consu
|| Connie Juniper 2 Epping Place, Highbury, Macksville, New South Wales 2447, / 6891-4567 Accountant, Rep
|__|Craig Conifer 6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Australia | 3456-1234 Administration, €

10 Nambucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210 7894-3211 0421-333-333 | CEO, Repton Ste
2 Epping Place, Highbury, ksville, New South Wales 2447, / 68914567 Advertising Cons
10 Nambucca Street, Highbdry, PO Box 25 Highbury, Macksville 7842-3210  7894-3211 0722-333-231 | Accounts Persor

Macksville, New South Wales 2447, 4 68914567
2 Epping Place, Highbufy. Macksville, New South Wales 2447, ¢ 6891-4567
6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Australia | 3456-1234
6 Bald Hills Stree}/Bald Hills, Brisbane, Queensland, Australia | 3456-1234
t, Bald Hills, Brisbane, Queensland, Australia | 3456-1234

2 Epping Place, Highbul

| e3P0 | of 11 1

You can alsoadd to an

Assign Category ‘ Remuve?zgm" ‘
Z

When you perform a Mail-Merge all the Addresses listed above will be
used - less any still on the Exceptions List.

Remove Exceptions

Errand Boy, Rept
Area Manager, R
Accountant, Sup
CEQ or Manager
Draughtwoman, £

Mail Merge

Exceptions List in the
same way. Before you use your list, a
in and anything in ‘Exceptions’ will

Note we now have eleven People selected in
to prove it, right-click in the Address Column
will display:

Current Selection Accumulated\Selections 1 Exceptions

This Tab displays all the Selection:
Tems are added to this list by clickin

hat have been Accumulated so far.
he 'Accumulate' button on the 'Current Selection' tab.

e removed.

thing left in your ‘Current Selection’ will automatically be added

the list at three home addresses -
and click Sort Ascending. This

e g

=S

Clear Accumulated Selections

Ken Smith Jnr.
| |Craig Conifer
| »_|Krista Conifer
| |Robert Conifer
| |Roslyn Conifer

6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Aust
6 Ball:l Hills Street, Bald Hills, Brisbane, Queensland, Austi
6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Aust
6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Aust

-

[M1 | of 11 4

Record: M| 4 | BRI

Name: Address: [ Phone: | Fax: [ Mobile: | Job / Pare
| |David Smith 10%Wambucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210 7894-3211 0421-333-333  CEO, Repton Ste
| [Jenny Smith 10 Nawbucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210 7894-3211 0722-333-231  Accounts Persor

Brenda Smith 2 Eppin: ce, Highbury, Macksville, New South Wales 2447, 4 6891-4567 Marketing Consu

| |Connie Juniper 2 Epping Flace, Highbury, Macksville, New South Wales 2447, 468914567
| |Elwyn Smith 2 Epping Place, Highbury, Macksville, New South Wales 2447, 468914567
John Smith 2 Epping Place, Highbury, Macksville, New South Wales 2447, 468914567

2 Epping Place, Highbury, Macksville, New South Wales 2447, 468914567

Remove Filter/Sort
Sort Ascending
Sort Descending

Copy

Accountant, Rep
Advertising Cons
Errand Boy, Rept
Area Manager, R

ralia | 3456-1234 Administration, £
ralia | 3456-1234 Accountant, Sup
ralia | 3456-1234 CEQ or Manager
ralia |3456-1234 Draughtwoman,

| ]

Assign Category ‘ Remaove Categary ‘ used - less any stll on

When you perform a Mail-Merge all the Addresses listed above will be

Remove Excapt\oﬂ Mail Merge

he Exceptions List.

Exercise — Using Mail-Mer D

Now click Mail-Merge to start the MAIL-
MERGE Wizard.

The first page of the Wizard tells you what

E-mails, Faxes and Letters

% MAIL MERGE Wizard

P Welcome to Relationship GEM's Mail Merge Wizard

\ 3

This panel will display additional

Lelpendidvice s S g GEM's Mail-Merge enables you to:

it does. So read it, at least the first few

times you run it.

The Information Pa

you more information as you go along.
Just point at any control and it will oblige.

When ready, click Next>.\

nel on the left will give

® Use your favourite Word Processor to send hundreds or thousands of
personalised E-mails, Faxes, Letters or Mailing Labels to every
individual selected for Marketing Campaigns or Newsletters,

# Choose the most cost-effective method for each recipient,
be it E-mail, Fax or Letter,

® Count the items of mail to be sent by each method,

* Allow you to change, delete, and sort the generated addresses prior
to use,

GEM can use its knowledge of Relationships to:
* Send to alternative Addresses,

* Prevent multiple mailings tléthe same Address.
* Prevent multiple mailings to the same recipient at different Addresses

All this can be recorded in a single Diary Note, cross-referenced by
subject, author, every recipient, and all of their employers.

(Diary Notes remain indexed by the original Organisations and People involved even if the
recipients leave their current employers.)

Close
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The second page of the Wizard enables
you to select the sort of Address you want
to use for everyone selected.

If you don’t understand the options, point
at each Panel in turn and the information
panel will explain. For more information
try F1 for context-sensitive HELP.

The default options are as shown. Leave

them alone and press Next>.\

\

Es

% MAIL MERGE Wizard

k =l Relationship GEM's Mail Merge Wizard - Select Address Types

If Relationship GEM knows where
People work, you can choose
whether to send correspondence
to their Home Address or their
Work Address. You can also set
your options so that if you don't
knows one Address then it will be
sent to the other.

Use People's
& Home Addresses
¢ Home Addresses - if known, otherwise use Business/Office Address

¢ Business/Office Addresses - if known

" Business/Office Addresses - if known, otherwise use Home Addresses
If Relationship GEM does not have
sufficient information to deliver to
the Address you have chosen by
any of the methods you select on
the next page and you do not allow
for the use of an alternative
Address, then the correspondence
will not be sent.

 Informal I Include Partner's Name

Use Organisation's
@ Business/Office Addresses
¢ Business/Office Addresses - if known, otherwise use Home Addresses of CEQ's

¢ Home Addresses of CEQ's - if known

" Home Addresses of CEQ's - if known, otherwise use Business/Office Address

Close ‘

The third Page of the Wizard enables you
to control even further which Addresses
you wish to send to and chose Delivery
Methods.

"S% MAIL MERGE Wizard s
3 =l Relationship GEM's Mail Merge Wizard - Address Exceptions
&

If you choose the options shown, the
default, it will only send one E-mai
two Letters or labels.

nd

= E-ﬁai\s to @ ou have
- Faxes to those you have
d
How come, when there are eleven People  -tetersfor cveryaneere:

involved? Well, remember they all live at
only three Addresses and presumably we
only have a valid email address for the
‘Principal Contact’ at one Address.

These controls enable you to select
what sort of correspondance you
wish to send:

E-mails, Faxes, or Letters

and your order of preference.

Send mail to

" Every Organisation and Person selected

& ‘One Organisation/Person at each Address

Simply select each Delivery Method ¥ Only one Address per Organisation/Person
in your order of preference.
Exceptions
This enables you, for example, to
" Organisations whose CEO will receive a copy at Home

* CEO's who will receive a copy at Work

No exceptions

This will send:

As you make your selections, you 1 E-mails

will be told how many items of
each type this will generate.

2 Letters or Labels

If E-Mail not ava\lab\e:m
If Post not available: -

< Back Next>

Now click Every Organisation and Person
Selected. As you can see, this would send
seven emails and four letters or faxes.

“ MAIL MERGE Wizard

Relationship GEM's Mail Merge Wizard - Address Exceptions

Sometimes many
Organisations/People may share
the same Address.

\Send mail to

« EEvery Organisation and Person selected

Selecting this option will ensure
that EVERYONE at the same
Address will receive their own
copy.

' One Organisation/Person at each Address

¥ Only one Address per Organisation/Person

Exceptions

" Organisations whose CEO will receive a copy at Home
* CEO's who will receive a copy at Work

" No exceptions

Mail-Merge Delivery Methods This will send:

If available:|E-Mail -
If E-Mail not available:|Post -
If Post not available: -

7 E-mails

4 Letters or Labels

< Back Mext=> Close
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% MAIL MERGE Wizard

Now re-select One Organisation/Person

at eaCh Address because we want to see M Relationship GEM's Mail Merge Wizard - Address Exceptions

Es

who was selected. Then click Next>. s you st oSy metpods o
\ the left these totals will chafge to Send mail to
tell you how many E-mails, Faxes

. . . " Every Organisation and Person selected
This will create two mail-merge Data

' One Organisation/Person at each Address

. W Only one Address per Organisation/Person
Sources in separate Excel Spreadsheets e il b i

Exceptions

first choice, before deciding " Organisations whose CEO will receive a copy at Home
many of the remainder could be
sent by your second choice and so

on.

and display the next page of the Wizard.
& CEO's who will receive a copy at Work

" No exceptions

Delivery Methods This will send:

ilable: E-Mail - 1 E-mails

2 Letters or Labels

T Post not aval\ahle:‘ j

Creating 'Mail-Merge Addresses - E-mail'

% MAIL MERGE Wizard

This Page of the Wizard tells you where it

.M Relationship GEM's Mail Merge Wizard - Send Mail
wrote your Data Sources. RS

This Hyperlink will open your Your Mail-Merge Data Sources are in Folder:
'Mail-Merge Addresses - E-mail.xls' )

Double-click Mail-Merge Addresses — E- el e o e e Sve | Ca\Users\PUblic\GEM\ Templotes
for your E-mai

. > Mail-Merge Addresses - E-mail.xls
mail.xls to open the spreadsheet. Since this s a copy of the data that
i5 in the database you can s » Mail-Merge Addresses - Postal.xls

- , prior to using it
. for your Mail-Merge.
Then open Mail-merge Addresses — ;
ease note that this file is kept on
. your local machine so that you will
Postal.xls N the same Way. not interfere with Mail-Merges
being done on other machines on
your network. However if you
share your machine with another
User and they do a Mail-Merge Send Options
before you send out your ¥ Use MS WORD to complete Mail-Merge Send E-mails
correspondence your Mail-Merge
Data Sources will have been
overwritten and you will need to re-
do your FIND and Mail-Merge. "
Send Letters

< Back Einish; Close ‘
Both spreadsheets are shown below:
Do) (= © & A Mail-Merge Addresses - E-mailxls [Compatibility Mode] - Microsoft Excel S | E e
; Home Insert Page Layout Formulas Data Review View Developer Add-Ins PDF ®© - = x
Al - F ‘ F_RecordID =
A B C D E F G B
1 [FRecordD] Addressee | Addressee Formal |Company| E-mail Address | Fax Number | Physical Address -
2 20545 David & Jenny David & Jenny Smith David.Smith@bigpond.com.au [Fax:+61(02) 7894-3211] |10 Nambucca Street,Highbury Macksville,New South Wales 24-
3
4
5
A _MaiI—Merge Addresses - E-mail %7 m I
Ready | &= u@ O [ya003,(~} 0 Gl
Ca =, I & Ns Mail-Merge Addresses - Postalxls [Compatibility Mode] - Microsoft Excel = | E
_' Home Insert Page Layout Farmulas Data Review View Developer Add-Ins PDF @ - = x
AL - £ F_RecordID ¥
A B C D E F G v
1 [FRecordID| Addressee | Addressee Formal | Company|E-mail Address | Fax Number | Physical Address -
2 20544 Ken & Elwyn Ken & Elwyn Smith 2 Epping Place, Highbury, Macksville, New South Wales 2447 Australia
3 20549 Robert & Roslyn Robert & Roslyn Conifer 6 Bald Hills Street,Bald Hills,Brisbane,Queensland, Australia
4
5
i _MaiI—Merge Addresses - Postal %7 [! m I
Ready = u@ (1) 1] 20086,(=) L Gl

As you can see the system has generated one piece of correspondence for each Address. It only has a

home E-mail Address for David Smith. So he is in the E-mail data source. The others are in the Postal

data source. GEM has also automatically included everyone’s Partner’s Name as requested.
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Then click the Send E-mails Buttons. This will open the SEND — Email '\"SE"TDE"“*'“T'“"’"‘a“""'e’“'“““"e““ O
E-mail | Signature
Form, to enable you to choose which template you want to send. But  Address
Salutation:|Hi ~ [ mformal W Incl Partner's Name
this time it is addressed to Recipients Listed in: ‘Mail-Merge Addresses _| | e Rt e

'Mail-Merge Addresses - E-mail'

— E-mail’.

We are going to leave it set to ‘Custom E-mail’ and specify Subject as

[ Select
‘Staff Barbeque’. & mail[Costom Emat =
mlstaff Barbeque
. . Category:|
Then click Send E-mails.
¥ Make 'Diary Note' Open E-mail before sending @
Close ‘; Send E-mails

This will open whatever WORD Template you have defined as your
‘Custom E-mail’ Template in Setup, WORD Templates. Sign it for you and wait for you to enter the body

of the E-mail.

g o B R OE . o Mail-Merge to E-mail [Compatibility Mode] - to be Completed (use ‘Merge to E-mail’ Button on ‘Mail-Merge’ Toolbar, then CLOSE & Save.)
Home  Insert  Pagelayout  References  Mailings  Review  View  Developer @

: =3 sendaCopy Accountsw | 0 ~| @ & - % & v | 3 Options. ~

Wr. |

We. |

Wee. |

Subject: ‘StaFF Barbeque

Introduction:

0 E [ 2 -3 4 s § L7 - 18 EXEET) .12 13 S s - 1 17 1418

Hi «Addressee»

I[Click here to add - Body of E-mail]

IRegards

Brian McGuigan
Sgftware Architect & Chairman
n2it Software Ltd

Software without Blinkers

Dispatched by ‘GEM Networking’ from www.GEMnetworking.com

Page:10f1  Words/8/57 4% English (New Zealand) |

Click here and type: ‘Please be advised we are planning our Staff Barbeque for Saturday 20" December.
Please make a note in your diary.’

© On2it Software Ltd
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To preview the mail-merge in WORD 2007, you will need to click on the Mailings Tab of the Ribbon.
Then click Preview Results.

ok B S Mail-Merge t6"E-mail [Compatibitity Mode] - to be Completed (use 'Merge to E-mail’ Button on 'Mail-Merge’ Toolbar, then CLOSE & Save)

Heme  Insert  Page layout  References | Mailings “® Review  View ~~Qeveloper
0 £ N = = = b |22 Ruteas, 3 || W 4|1 |» M| 5
= E G B B8 B i lkett R
7 . . 45 Match Filds 21 Find Reapient
Envelopes Labels | Start Mail  Select Edit Highlight  Address Greeting Insert Merge -\ | [Preview, Finish &
Merge = Recipients * Recipient List | Merge Fields EBlock  Line Field - 4 Update Labels ||lpo | B Auto Check for Errors || Merge -
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish
Subject: ‘Staﬁﬁarbeque
Introduction:
2‘“1‘“E‘“1‘“2-‘-3‘“4"-S“‘j‘L-,‘-l“s‘“IQ-l-m““11-“-12““13"-1‘4-l‘15““16-l“17"QIB“
. &
- Hi David & Jenny
-
: IP\ease be advised we are planning our Staff Barbeque for Saturday 20" December. Please make a note
in your d'\ary.|
. IRegards
-
-
- Brian McGuigan
- Software Architect & Chairman
2 On2it Software Ltd

Software without Blinkers

Dispatched by ‘GEM Networking’ from www.GEMnetworking.com

To complete the Mail-Merge, click Finish & Merge, then Send E-mail Messages.

(LT e - Mail-Merge to E-mail [Compatibility Mode] - to be Completed (use 'Merge f&.E-mail' Button on 'Mail-Merge’ Toolbar, then CLOSE & Save.)

Home  Insert Pagelayout  References | Mailings | Review View  Developer

i | e - T - 8 S S = I AR = | IR T

i - 5 <2 Match Fields 21 | £1Find Recipient p
Envelopes Labels || Start Mail ~ Select Edit Highlight  Address Greeting InsertMerge . |Preview Finish &
Merge - Recipients - Recipient List | Merge Fields  Block  Line Field - 2 Update Labels | fg ol B Auto Check for Errors | [Merge -
Create start Mail Merge Vrite & Insert Fields Preview Results 03 | Edit Indlidual Documents.
3 Print D&iments...

23 Send E-mail Messages...

For some bizarre reason WORD 2007 then displays the Merge to E-mail Dialog Box and insists you re-
enter the Subject. (This was NOT needed in earlier versions of Word.)\A Merge to E-mai . |

So enter Subject Line as ‘Staff Barbeque’ and click OK.\ T .
v
Suhject line: !

When the mail-merge has Microsoft Ofice Word - il format: i

fInIShed CIiCk CIose- WORD 4 !‘ Do you want to save the changes to "GEM 'Diary Note' - if one was requested.doc"? send records

will thenask: ————————> e [ ) (o]

Frankly it does not matt ether you answer Yes or No to this, as
GEM will re er whether you said you wanted to make a Diary Note and act accordingly anyway. So
click Yes anyway.
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This will return you to GEM, which will create a NEW Diary-Note—»| ""”Ewh[“a’i’”?e . j
Subject: |Staff Barbeque ©
for you, record your message and list all the Recipients. SEMEE — T
on |21-Sep-09j at[02:59 pm [Brian McGuigan - |
B h . E _I D _d . h ” D Contact Type: |Send an E-mail to j
ecause this E-mail was sent to David Smith personally N0t DaVIth | e | wewsse s | sescmens] o]
Smith at Repton Steel, Repton Steel is not listed. - TR o e et of e T-ma" ; - rind | |
gmsat\on erson L ist
» David Smith To:
. . . . (% | To:
Now return to the Mail-Merge Wizard. It will still be open: —
<% MAIL MERGE Wizard ==
:m&- Relationship GEM's Mail Merge Wizard - Send Mail
g %5
Thal'Sand Lettars“ Button will open Your Mail-Merge Data Sources are in Folder:
el SENDIEcter=j ot C:\Users\Public\GEM\Templates Use E-mail Addressas
' ) i Send E-mail €
l—ufm;:{\i"\l!g:‘R%v‘fl'zi:lpt\itzh;aaji;ant to Mail-Merge Addresses - E-mail.xls b @ work € personal | Default E-mail List[To; :['
::Z,tﬁoeu;::;::?’goaﬂt ?ﬁ:hjﬂian Mail-Merge Addresses - Postal.xls 1 Reminder ™
It will then open MS WORD so that
you can complete the Mail-Merge
Eadiplinbyougloner New |De|ete| Print | Save | oK ‘Cancel‘
Send Options
¥ Use MS WORD to complete Mail-Merge Send E-mails .
s | Click Send Letters Button.
< Back ‘ Finish | Close ‘
This opens the Send Letters Form opens, which can be used to select 3  reeaEmEEETEEwE =

Template to send out a standard letter containing boiler-plate text. = st |saaure]

Address
Salutation:|Dear - [+ ¥
Leave Letter set to ‘Custom Letter’. To: Recpients listed in:

'Mail-Merge Addresses - Postal'

Enter Subject as ‘Staff Barbeque’.

Click Send Letters_Button. gelect

Letter ‘Custam Letter

—

Sub]ect:‘staf‘f Barbeque

Categnry:‘

=]

As before, this will open whatever WORD Template you have defined

v Make L Open Letter before sending [
Close Print Envelo Send Letters

as your ‘Custom Letter’

;}/ Home Insert  Page Layout References  Mailings Review  View Developer
Template in Setup, WORD R R S et S e e e
Templates. Sign it for you Monday, 21 September 2009
and wait for you to enter the «Addressee_Formal»
body of the Letter. . «JOB_Title»
' «Company»

. . : «Postal_Address»
Again click here and type:
‘Please be advised e ; Staff Barbeque
planning our Staff Barbeque . Dear «Addressee.

for Saturday 20" December.
Please make a note in your
diary.’ .

\ﬂCliCk here to add - Body of Letter]
l

Yours Faithfully
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As before, to preview the mail-merge in WORD 2007, you will need to click on the Mailings Tab of the
Ribbon. Then click Pr

view Results.

Mail-Merge to Letter f€ampatibitityode] - to be Completed (Use 'Merge to Printer’ Button on "Mail-Merge' Toolbar, then CLOSE & Save.)
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Monday, 21 September 2009 e

Ken & Elwyn Smith
2 Epping Place,
Highbury,
Macksville,

New South Wales 2447,
Australia

Staff Barbeque

Dear Ken & Elwyn,

[Please be advised e are planning our Staff Barbeque for Saturday 20" December. Please make a note
in your diary|

Yours Edithfully

W hoin

LA
Page:1of1  Words:58 | & Znglish (australia) | 3

Click here to see the next letter.

Mail-Merge to Letter [Compatibility Mode] - to be Completed (Use 'Merge to Printer’ Button on 'Mail-Merge' Toolbar, then CLOSE & Save.)
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Monday, 21 September 2009

N Robert & Roslyn Conifer

. 6 Bald Hills Street,

N Bald Hills,

. Brisbane,

N Queensland,

- Australia

h Staff Barbeque

Dear Robert & Roslyn,

To finish the Mail-Merge click Finish & Merge and then, this time, Print Documents.

WORD will display a Merge to Printer Dialog Box.

Just click OK. I\Ifrge to Printer M

Print records

() Current record

~ '._:_J From: To:

0K ] ’ Cancel
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When your Letters have finished printing, close the document as normal.

As before GEM will create another NEW Diary Note for you. TS NEW Diary Note B2
Subject: ‘Staﬁ Barbeque j
Source of Note
If you want to set a Reminder, click here. on Fr-ser 5 <] apkia ponan v ]
Contact Type: ‘Send a Letter to j
When you’ve finished, click OK to close the farm. e [l A (G
. This Tab shows the Recipients of the Letter Find ‘ |
Organisation [ Person
L j Ken Smith Jnr.
Robert Conifer
x|

nd Letter to lected recipient. (You can send to several
}cﬁ'sﬂu by selecting one in turn, or by using Mail-Merge.) EI
Click Close Button to close the Mail-Merge Wizard. —

Set Reminder for: ‘Brian McGuigan j

On Date: ‘Muﬂday, 28 September 2009 at: |9:00 a.m. J
Then close the FIND Form.

New ‘De\ete| Print | Save OK ‘Cancal‘
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