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	Knowledge Base Article



	To
	All Brokers


	From
	Michael P. O’Hara


	Date
	September 26, 2007


	Subject

	How To Send Contacts Letters & Envelopes

	1. Navigate to your Contacts folder and select the Phone Book view; then select the contacts you’d like to send your holiday letter to (see right).
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	2. Next go to Tools/Mail Merge (see below); the window to the right will pop up; for this exercise we will use an existing doc to drop the dynamic data into.
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We will use the selected contacts (The Yankees) and Document file will be checked off.

We’ll also use Merge Options and produce Form Letters… click OK to continue.
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	3. You will then see your Microsoft Word program open the document automatically (see right)… 
Now we are ready to set up the letter to include personalized information.  On the menu bar (see below) there’s an icon named Insert Merge Fields.  Click that and a window will open.
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	4. The Merge Fields window opens (see below)… you can double-click on any field to  have it be added onto your letter, for this example we are interested in Mailing info (Name, Address, City, etc)… so double-click on the relevant information and you’ll see something as is displayed on the right.
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To arrange the dynamic information correctly “X” out of the Insert Merge Field box and go back to the Word Doc, then arrange the fields.  An example below shows formatting.
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	5. To see the “real” information you will need to click on the View Merged Data button… it’s right next to the Insert Word Field button.   You will see your Contacts now populate where the fields were (see graphic to the right).
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	6. If you click on the directional arrows (to the right of the Insert Word Field button) you can review your Contacts and see who’s getting a letter.

The document is ready for printing!


	

	7. As for envelopes the same process holds true… only this time you will select Envelopes from Section #2 (see right).
Click OK and a new Word window will open and the box below will pop up… 
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Click OK again and follow directions to click on Setup (see below):

[image: image11.png]Mail Mergs Helper

The main document and data source are now avallable, Choose the Setup
button to lay out your main docuren.

Merge type: Envelopes
Main document: Document2

28 e

Datar CHDOCLME~11..|OMME doc.

S aon e asvitine ot

Suppress Blank Lines n Addresses
Merge to new docurent






	[image: image12.png]Mail Merge Contacts

Contacts Felds o merge
® &l contacts in cunrent view © Al contact ields
O orly selected contacts O Contact fiskds in current view

To fiter cotacts or change the cantact ieds n the current view, 9o to the "View” menu and cick
"Custamize Curtent View" on the "Current View” men

Document e
(@ iew document.

[—

Contact data fle
o save this contact data for future use or reference, specify a file name.
[Ceermanert fie:

Merge options
Document type; Herge to:

| [New Decument v







	8. After clicking Setup another window opens asking for the type/size of envelope you’ll be using.
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	9. Remember you can also use an existing format you may have used before… in this case I’ll use a demo Word doc using a default Size 10 envelope.

You can easily use existing Stribling stationery- please contact the Help Desk if you need help setting this up.

The rest of this is simply a redo of the letter… use the commands to insert the fields and you’ll see your envelope to the right.
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You can use any Word doc you’d like – holiday card, etc.





Be sure to review your Contacts and ensure all information is correct!





Notice the formatting will have to be redone to display the Name & Address info correctly!!!





Be sure to select the right envelope size!  Otherwise you’ll be in a formatting disaster.





And use the font size you’d like (14-point is best for easy reading)





And also be sure to load up the correct envelopes in your printer!





If you do not select the correct tray the printout will be wrong.





Remember to SET UP YOUR CONTACTS CORRECTLY… it is most important the information you have is both current and correct!
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