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Mail Merge

The merge facility enables you to combine data such as names and addresses with
information contained in a Word document, such as a letter. It would enable the same letter
to be sent to multiple addresses without the need to create an individual letter for each
person. You can also send personalised emails using your list of Contacts in Outlook. The
data can also be taken from other applications, for example, an Excel spreadsheet or
Access database.

If you are not using data from another application, then you will need to start by creating the
data file: this will contain the names and addresses to be used. These can be added to,
and amended and used as many times as you wish.

Secondly, you will need to create a merge document, which contains the fields from your
data file, which will link the merge document with your data file.

Finally you will need to merge the two documents together: either to another document or
directly to the printer.

Using Mail Merge to Send Letters

The Wizard is limiting and will take some time to work thorough. The following steps are
performed via the ribbon using the Mailings tab. The buttons are worked through left to
right, starting from the Start Mail Merge category, so all very logical!

oy
- Haome Insert Page Layout References Mailings Review View
— By ] L - = “p Rules - fiec) H 4|1 | -

@b @ B 2B B 2, R
= o @& J_J Match Fields = Find Recipient =

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview 2, Finish &

Merge = Recipients = Recipient List || Merge Fields Block Line Field = Results | S Auto Check for Errars || perge -

Create Start Mail Merage Write & Insert Fields Preview Results Finish

You can start with the intended letter already open, or type it once you have created or
selected your recipient list:

1. From the Start Mail Merge category

2. Click on the Start Mail Merge button N -

[ ..a_.'-A'
3. Select Letters i=d Ee

Start Mail Select
Merge = |Recipients =

=] Letters

Insert Page Layout References

—~] = E-Mail Messages

=1 Enuelopes...

g=jl | Labels...

_jl Directory

|'!;_~.-' Hormal Ward Document

=1 | 5tep by Step Mail Merge Wizard...




4. Next click on Select Recipients

Insert Page Layout References Mailing
kY
=. '.
Start Mail Edit Highlight
Merge * |Recipients *|Recipient List

Merge Fields

E Type New List...

Use Existing List...

= Sselect fram Cutlook Contacts...

Creating a Data Source
1.

If you don’t already have a suitable list, such as names and addresses (or other

fields) in an Excel spreadsheet or Access table, you can create a data source
through Word: Select Type New List

Mew Address List

Type recpient information in the table, To add more entries, dick Mew Entry.
Title w | First Name w | Last Mame w | Company Mame w | Address Line 1 - |
4 [ >
’ Mew Entry ] ’ Eind... ]
[ Delete Entry ] [ Customize Columns... ] [ (] 4 ] [ Cancel ]

2. You can use the existing fields already suggested by Word, but you will probably
need to modify some of the names eg Post Code for Zip Code, Delete Fields not
required or Add other fields.




3. Select Customize Columns...

4. You can then Rename, Add new
fields in or Delete any fields which
you don’t need

Customize Address List

Field Mames

Title

First Mame

Last Mame
Company Mame
Address Line 1
Address Line 2
City

State

Country or Region
Home Phone
Wark Phone
E-mail Address

i

dd

Delzte

Rename...

e

Move Up

Mawe Dawn

Ok

—

Cancel

—_J

se the Tab key to move between the fields and click the New Entry button to add a new
record. Don’t press Enter — Word will assume you’ve finished adding records and take you

to the File Save dialogue.

New Address List

Type recipient infarmation in the table, To add more entries, dick Mew Entry.

?)X]

[ Delete Entry ] [ Customize Columns... ]

Title - | First Mame - | Last Mame - |IC|:|m|:|E|rr'_.r Mame w | Address Line 1w |
|| Ms Jane Smith Smith and Co Smith Road
nd
£ | >
[ New Entry ] [ Eind... ]

0K ] [ Cancel




When you are ready to save your records, click on OK. Type in the name for your list (note
that the file will be saved as a Microsoft Office Address List .mdb file which is a database
type of file). The default folder will be My Data Sources:

Save Address List @
Save in: | My Data Sources = | (5] I:E A =" |j -
@ My Recent E‘Ijname.mdb
Documents
@' Desktop
(=
Documents
Computer
‘:J My Metwoark
Places
File pame:  [iew List |
Save as Lype: |I'~‘1icru:usnﬂ Office Address Lists {*.mdhb) w |
e (o

Click on Edit Recipient List to make any additions or amendments to your records:




Mail Merge Recipients

This is the list of recipients that will be used in vour 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 QK.

Data Source [v | Last Mame w | First Mame w | Title w | Compary Mame w | Address
name.mdb Cll Smith Jane Ms Smith and Co 12 Smith
name.mdb [v  Cawaye Francis Mr Otand co Oitter Rg
name.mdb [+  Wheels Hellen Mrs Wizzy Wheels Wheel 5
£ | >
Diata Source Refine recipient list
name.mdb 4] sort...

i Eilter...

E;l Find duplicates. ..

4 Eind recipient. ..

El validate addresses. ..

Edit.. | | Refresh

To Edit your Data Source:
Select the Data Source (click on the name of your database file)
Then click the Edit...button to make any changes to the records

Click on any of the field names to filter the records to match your criteria: eg a Town
field to select only the people living in Exeter. Or click on the Filter... button to display
the Filter and Sort dialogue:

Filter and Sort

Eilter Records | Sort Records

Field: Comparison: Compare to:

| City w | | Equal to w | |Exeter|

[and 9] | v |

o] [ ]

NB: To edit the list in the future, you can go through the same process as explained above,
or open the file directly in Microsoft Access and edit it there.




Adding Merge Fields to your Letter

You can use the Address Block button to add all the address fields into your letter as one
block. This will need some amendment, as fields that you may have added or renamed
may not appear. Remember to position your curser where you would want the address to

appear:

Insert Address Block

Specfy address elements

Insert recipient's name in this format:

Joshua ~
Joshua Randall Ir.
Joshua Q. Randall Ir. -
Mr, Josh Randall Ir.

Mr, Josh Q. Randall Jr,
Mr. Joshua Randall Jr.

|

Insert company name

Insert postal address:
) Never indude the country/fregion in the address
() Always indude the country/region in the address
(*) only include the country/region if different than:

Preview

Here is a preview fram your recipient list:

K[ ] B#

PX

M Jane Smith
smith and Co
12 Smith Road
Pennsylvania
Exeter

erge needs to know which
required fields, Use the
E recipient list field for

mpary Mame W

Hdress Line 1 v
dress Line 2 W

uniry or Region |»

|Llnited Kingdom

Format address according to the destination countryfregion

. | Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.

Match Fields...

OK

][ Canicel ]

ot matched) w
ot matched) v

ot matched) w
nt matched! |

ficld from your database
ation Mail Merge expects

In the above example, the Post Code field does not appear

so will need to be matched to the relevant address field

component:
1. Click on the Match Fields... button

T TR e T T e ee t of data sources on this

computer

Ok, l [ Cancel

2. Click on the drop-down against the field you want to match with your own field name.
Eg State could have been changed to County

3. Check the option box at the bottom to ensure that the match setting remain for

future letters




The greeting line

Position your cursor where you would want your greeting line to appear, and click on the
Greeting Line button:

Insert Greeting Line

Greeting line format:

Diear v |r~1r. Randall V| I;I

Greeting line for invalid recipient names:

Dear Sir or Madam, W

Preview
Here is a preview from your recipient list:

K [ ] BH

Dear Ms Smith,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to

identify the correct address elements from your mailing list.
Match Fields. ..

[ OK l[ Cancel ]

This usually does not need much amendment, but you could also match fields as in the
Address Block.




Your letter would look something like this:

«AddressBlock»
«GreetingLine»
| am afraid that you have exceeded your limit of £«Credit_Limit».

Please pay the balance within the next 7 days to avoid legal action.

Yours sincerely

Adding in other fields

You may prefer not to use the Address Block or Greetings Line buttons at all and add in
your own field codes as and where required. You may have other fields that you want to

include elsewhere in the letter (or other document). You can use the Insert Merge Field
button to do this:

View
j ] =P Rules - %E}{ﬂ
- % Match Fields .
sting |Insert Merge Preview
ne Field = ~pdate Labels | (N asyffs

e & Insert Fields

! | Insert Merge Field -

B Add any field from your recipient l_
list to the document, such as "Last
Mame,” "Home Phone,” "Company
Mame,” or any other field,

When you finish the mail merge,
Word will replace these fields with
the actual information from the
recipient list.

e Clicking on the upper part of the button will allow you to match the address fields in

a similar way to the Address Block :
Inseg Address Fields (%) Database Fields
Fields:

First Name

Last Name
Company Name
Address Line 1
Address Line 2
City

County
PostCode
Country or Region
Home Phone
Wark Phone
E-mail Address

Match Fields... ][ Insert ][ Cancel I 10




e Clicking on the lower part on the button would display a list of all the fields you
have in your current Recipient List and you can add these in wherever you want in

your document:

B Rules =
Remember to insert appropriate spacing and punctuation j 97 Maten Fi
between your field names and/or other text. lnsiﬁ lrjerge
ield -
Title
First_Mame
Last_Mame

Your letter would look something like this:

Campany_Mame
Address_Line_1
Address_Line_2
City

County
PostCode
Credit_Limit
Wark_Phone

Email_Address

«Tifle» «Last_Name»
«Company_Name»
«Address_Line 1=
«Address_Line_2»
«City»

«County»
«PostCodes

Dear «First_Names=

| am afraid that you have exceeded your limit of E«Credit_Limits.

Please pay the balance within the next 7 days to avoid legal action.

It would be a good idea to save you letter with the field codes at this point. You could edit it

and use if for future mailings.

Preview your results

The check the layout of our letters prior to printing, click on the Preview button in the

Preview Results category of the Mailings tab:

11




<% b ([ 4|1 [ M| '
| Find Recipient i

Preview Finish &
Results -—} Auto Check for Errors

Merge =
Preview Results Finish

You can use the left and right arrow to move between the individual letters or to the first or

last letter.

1. Click on Find Recipient to go to a particular
record

2. Auto Check for Errors will check for any
errors that may occur during the merge and
report on this at various stages

Find Entry

Find: |wheels

Lookin: () all fields

() This field: | Company Name

v

Eind Mext

FndNext J [ concel

Checking and Reporting Errors E'

) simulate the merge and report errors in a
new document.

{E}Egzumplete the merge, pausing to report each
ierrar as it occurs,

) Complete the merge without pausing.
Report errors in a new document.

QK l ’ Cancel
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Completing your merge

You can output your merged letters directly to the printer, but you may want to merge to
another document first and then print from there:

To merge to another document

The results of the merge can be output to a document which you can check and make
individual letters first and then print from there:

changes to

D

e,

Finish &

Merge =
,_;_1 Edit Individual Documents...
L;}Q Print Documents...

,_,"__J Send E-mail Messages...

1. Click on the Finish & Merge button

2. Select Edit Individual Documents:

3. Select the relevant option of how many letters to
print

4. Click on OK
5. You will then have a new document which contains all the individual letters

6. You can then print this after completing the check (the result of the merge would not
normally be saved).

Merge to New Document

Merge records

{:} From:

) Current record

To:

2

l

Ok

l [ Cancel

]
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Mail Merge using an Excel Spreadsheet

If you already have a list stored in Excel, you can use this as an existing Recipient List.
Click on Select Recipients and select Use Existing List, and locate your Excel file:

The following dialog will be displayed:

Select Table K3

Mame Description | Modified Created Type

Eliguestss | 5/1/2012 3:33:19PM  5/1/2012 3:33:19PM  TABLE

names 5/1/2012 3:33:19PM  5/1/2012 3:3%19PM  TABLE

£ >
First row of data contains column headers

You will see a list of worksheet names from your file. Select the one which contains the list
you want to use. Make sure that the first row in this sheet contains field names and that
your records start directly underneath. If not, you will have to name the range starting with

the headings.
In the above example, guests$ is a worksheet name and names is a range name in the
Excel workbook.

An Access Table or Query can be used in the same way.

14




Merging to Address Labels

Labels can be produced using mail merge in the same way as letters.

There are many types of labels available and you may need to experiment to find which
template fits the labels you use. The most common label used for mailing labels is 3
across by 8 down. The template which fits this type is Unistat 73474 but this is just an
example. If your labels don’t appear in the list that Word offers, you can create your own by
measuring the labels, the distance from the edge etc and use this as a future template.

Using Mail Merge to create address labels

1. From the Mailings tab, click on Start Mail Merge
2. Select Labels...

[y

= PYi

Start Mail Select Edit Hig
Merge = |Recipients =~ Recipient List || Men
=] | Letters

i=4  E-Mail Messages

=1 Enyelopes...

il Labels..

o

Directige=-
Label Options
Hormarworooocanreht

Step by Step Mail Merge Wizard...

m

3. From Label Options, select the Label vendor and Product number:

Label Options

Printer information

() Continuous-feed printers

@ Page printers Tray: |Bypass Tray w

Label information

Label vendors: |Llnistat W |

Product number: Label information

73424 | Type: Address Label

73423 Height:  3.71cm

73474

73475 Width: 7 om

73477 Page size: 21cmX 29,69 cm

73478 v
[ Details. .. ] [ Mew Label, .. ] [ Ok l [ Cancel ]

3. If your label doesn’t appear in the list, click on New Label... and enter the name you
want to give your labels and the measurements:

15




Label Details

Preview

Side marains

Top margin +—Hu::rizu::ntal pitch ———
1 E o

Width ]
HETht

Mumber across———*

Vertical pitch Mumber dovwn

Label mame: |r~“ly Address Label |
Top margin: Label height:
Side margin: Label width:
Vertical pitch: Mumber across:
Horizontal pitch: Mumber down;
Paoe size: |.-5.—1 (21 % 29.7 cm) L |
Page width: I:I Page Height: I:I

I Ok ] [ Cancel ]

4. You can then use this label template again, as it will appear in the list:

Label Options

Printer infarmation
(") Continuous-feed printers

@" Page printers Tray: |Bypass Tray b

Label information

Label vendors: | Other/Custom W |

Product number: Label information

My Mew Label Type: Custom laser
Height: 3.71cm
Width: 7 cm

Page size: 21cm X 29.69 cm

Details... ] [ﬂew Label... ] [ Dglete Ok l [ Cancel




You should then see a label template:

| «Next Record» «Next Record»

«Next Record» «Next Record» «Next Record»

Next, click on Select Recipients to select your recipient list. See Creating a Data Source

on Page 4 if you don't already have a suitable list of names and addresses (or other fields
you require for your labels).

Page Layout References Mailing

Sy &

Select Edit Highlight
Recipients =|Recipient List erge Fields

E Type Mew List...
IUse Existing List...

Si=| | Select from Cutlook Contacts..,

Adding the Address Fields

1. You should see that you have <<NextRecord>> in each section of the document
except the top left

2. You can use the Address Block button to add all the address fields into the first
blank label ( or add each field in separately with the Insert Merge Field button, as
described on Page 8 - Adding Merge Fields)

«Titlen «Last_Mames zMextRecords
«Company_Mamex

wAddress_Line_1»

whddress_Line_2»

ity

wCountys

«PostCodex

zMext Records zMextRecords
17




5

Mailings Review View Design Layout

3. Click on the Update Labels button to
j j j j =P Rules ~ populate the field codes to the other labels:

2 5 Match Fields
Highlight Address Greeting Insert Merge
Merge Fields EBlock  Line Field=  [£] Update Labels

Write & Insert Fields

4. Click on Preview Results and you should see a sheet of labels with the address
information inserted correctly.

5. Finish & Merge as before. You will probably want to save the result of this merge, if
you want to use the labels again.

18




Creating a Directory Using Mail Merge

A Directory is just a printed list of field information from you data source. It can be produced
on a blank document or within a table depending on how you wish the information to be
displayed. For atable, in a blank document create a table with enough columns to display
the field information you require, but only one row (if you create two rows then your
directory will have a blank row in between each record.)

1. Click on Start Mail Merge button and select Directory:

Y —

=. &S‘%
Start Mail Select
Merge = |Recipients =

Sl | Letters

~| | E-Mail Messages

=4 | Envelopes...

a=jl | Labels...

_jl Directory

|];_<.-' Marmal Ward Document

Y

=1 Step by Step Mail Merge Wizard..,

2. Click on Select Recipients and select your recipient list

3. Insert the merge fields you require — either as an Address Block or individually
using Insert Merge Field

4. If you are not inserting the fields into a table row, make sure you press Enter at the
end of the line (so you have a carriage return marker at the end), otherwise there will
not be a line break at the end of each record.

5. Preview Results to check the field information from the first record (you won'’t see
the Directory as continuous list at this stage yet).

6. Click on Finish & Merge and select Edit Individual Documents, OK to complete
the merge.

19




Merging to Email Messages

You can merge to your Outlook Contacts (or other database file containing email
addresses) and send out individual messages to each contact.

1. Click on the Start Mail Merge button on the Mailings tab and select E-Mail
Messages:

o
Edit Hig
Merge ~ |Recipients = Recipient List || Meri

Letters

E-Mail Messages
Envelopes..,
Labels...
Directary

Marmal Word Document

BE DL D

Step by Step Mail Merge Wizard...

2. Select your list containing the field names you want to use from Select Recipients.
If you choose Outlook Contacts, the fields will be imported into a temporary
database file:

Mail Merge Recipients @

This is the list of recpients 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 recipients from the merge. When your listis ready, dick OK.

Data Source [v | Last w || First w | Title w | Company w | Address w | City w | Sta
Contacts [l Johnson Andrew
Contacts [+ | Granger Carol
Contacts [v | Taylor Stephen
Contacts [+ Rohan Jamila
Contacts [+ | Mitchell Stan
£ | ¥
Data Source Refine redpient list
A sort...

5 Filter...

%4 Find duplicates. ..
-1 Find redpient...

&l validate addresses...

0




3. Click on the Insert Merge Fields button to insert the fields that you want to use in
your email:

i
_/" Haome Insert Page Layout References Mailings Review W

e B B

= 2

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Ir
Merge = Recipients = Recipient List | Merge Fields EBElock Line
Create Start Mail Merge Write & Ins

Dear «Firsts

You have been chose to participate in a unique experiment._|

4. Click on the Preview Results button to preview the layout and field content

5. If happy with layout, then click on Finish & Merge and select Send e-Mail
Messages:

-.:_1 Edit Individual Documents...
.;;',g; Print Dacuments.., '

L2y Send E-mail Messages...

The email address field (called

Merge to E-mail ; > .
Email_Address if using Outlook Contacts)
SEEE L should be selected in the To: field. If not, use
Ta: |Email_ﬁ.ddress v| the drop-down arrow to select the name of the
Subjectline: [Experiment Particpation Request | geltd kt)hat contains email addresses from your
Mail format: |HTML v| atabase.
Send records Type in a Subject line: as required.
© al :
Y Ourenk reeond If you're sure all is correct, click on OK to
send email messages to all recipients. Once
{:} Fram: | | T | |

you click OK, email messages will be sent
out!

[ Ok l’ Cancel ]

21




A copy of each email will be saved in your Sent
folder in Outlook

22




Using Rules in Mail Merge
If...Then...Else

The If...Then...Else Rule will allow you to have two different pieces of text inserted into your
letter dependent on the criteria that you specify. For example, if you want to send everyone
who lives in Exeter one paragraph, and everyone else another.

Position your curser at the point where you want to insert your text.
Click on Mailings, Rules, If...Then...Else
Select the Field name you want to use for your criteria eg City

Select our Comparison: eg Equal to

oA~ WD e

Select what you want to compare to: eg Exeter

Insert Word Field: IF

IF
Field name: Comparison: Compare to:

City | |Egual to | |Exeter

Insert this text:
Please attend the meeting at the University. #

Dtherwise insert this text:
You may want to watch the live webcast on the University website. ”~

hd

[ Ok ][ Cancel ]

6. Type in the text which you want everyone to receive who matches your criteria (ie
who’s City is Equal to Exeter) in the Insert this text: box

7. Then type in the text everyone else is to receive in the Otherwise insert this text: box
When you click on OK you will see the result in your letter:

23




e
2 Mome  tnset Pagelayout  References [Mailings] Review  View

s i i B B 5

= = D B A B e <=z (LR S T

= 7 L 55 21 pat 0 i
T @ Match Fields Find Recipient

Envelopes Labels = Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge * Recipients ~ Recipient List | Merge Fields Block  Line Field~ (2] Update Labels || pesuns | o Auto Check for Errars Merge *

Create Start Mail Merge Write & Insert Fields Preview Results. Finish

[] R R R RN SRR AR R KR R I RS = R LRI CRRRr S S -

«AddressBlock»

Dear «First_Name»

As youlive in «City» please aftend the meefing at the University!

This will only show you the result for the first record. To edit the rule, you need to view the
Field Codes by either right-click and select Toggle Field Codes or <Alt> + <F9> via
keyboard to see all field codes:

\H -8+ Documentl - Micrasoft Word - @ X

Home Insert Page Layout References Mailings Review View @
I b I i 5 N

ERT=R: o | T [
- - ==l % Match Fields Find Recipient I~

Envelopes Labels = Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge * Recipients ~ Recipient List | Merge Fields Block  Line Field~ (2] Update Labels | pesuits | S Auto Check forErrars || Merge -

Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish

SRR IR PO D D

«AddressBlock»

Dear «First_Namex»

Asyoulive in «City»

Fill-in Fields

You can use Fill-in field codes to insert variable text for each letter. Word will stop at each
letter and allow to type in your response. You would use these if you did not have a field in
your database containing this information (and you didn’t want or need this information to be
stored) or if it is different every time.

1. Click into the merge letter at the point where you want to type in the variable text:

2. Select Mailings, Rules, Fill-in...
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Insert Word Field: Fill-in EHE

Prompt:
Enter appointment time for |

Default fillin text:

[ ] ask once i oK i [ Cancel J

Tick Ask once if you want the same text to go into each letter

3. You will need to edit the merge field code to include the name of your recipient as
you can’t see who you are sending the letter to! It would look something like this:

{FILLIN “Enter appointment time for (MERGEFIELD First_Name}:"}

Home Insert Page Layout References Mailings Review View @

D D R 2 @E

= oo | % 2
|

Find Recipient
Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge~ Recipients - Recipient List | Merge Fields Black  Line Field= 5] Update Labels || pesylts %Auto Check farEmors || plerge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish

ORI LA L A I S - I A L L I R S+ D R I CRN IS CRR N 0 F AR S (-

«AddressBlock»

Dear «First_Name»

Yourappointmenttime s [ FILLIN "Enter appointmentime for (MERGEFIELD
First_Name}."}
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The Ask Field

The Ask field is similar to Fill-in, but allows multiple variable text in each record. You will
have to create a Bookmark (Insert tab, Bookmark at the point where you want your entry)
at each point in the merge letter where you would like to enter the data:

Bookmark name:

time I Add ]

Sortby: (3) Mame
C} Location

[ didden bookmarks

Cancel

When you have the Bookmarks in place, Click on Rules, Ask...and select the first bookmark,
enter your prompt for each bookmark:

Insert Word Field: Ask

Bookmark: Prompt:
time Enter time of appaointment:
location
who
Default bookmark text:
[ ] Ask once [ n]4 ] [ Cancel ]

You will then have to insert a Ref field after the Ask field to display the bookmark contents:

1. Place the insertion point in the document after the ASK A 2| Quick Parts ~ | & Signature Line -
field. A wordart~ (5] Date & Time
Text _
Box~ == DropCap- Mg Object -

Text

£0




2. Onthe Insert tab, in the Text group, click Quick Parts, and then click Field.

3. In the Field names list, select Ref.

4. In the Bookmark name list, select the name of the bookmark that is defined in the ASK
field:

Please choose a field Field properties Field options

Categories: Bookmark name: [ ] Mumber separator: I:I

P
) v| | D

) location [] indude and increment reference numbers
Field names: fime
Mext ~ who
MextIf -
MoteRef
MumChars [ raragraph = from marked paragraph
MumPages
MumWaords
Page
PageRef
Print ] # of paragraph in relative context
PrintDate
Private
Quote
RD

= [l Paragraph = in full context
Revhum
SaveDate
Section Format:
SectionPages bt

[ 1Hyperlink to paragraph

[[] relative position of paragraph

[ suppress &ll non-delimiter chars

(none) b | [ ] Preserye formatting during updates

Description:
Insert the text marked by & bookmark

=

5. Click OK.

The result would look something like this (remember to press <Alt>+<F9> to view
the codes):

Your appointment time is {ASK time “Enter time of appointment for: {MERGEFIELD
First._ Name} {REF time}. Please go to {ASK location “Enter location”} {REF location} and
report to {ASK who “Enter name of person to report to “4{REF who}.

NB: In the example above, the addition of {MERGEFIELD First_Name} is used to display
the recipient name (as with the Fill-In option) as each letter won’t be visible when entering
the information for the ASK field. You will need to edit the code after inserting the ASK field.
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