List Price Catalog Mail Merge Instructions

12.2.42 | Run Menu Path 12.2.42 — Customer List Price Multiplier Report (FT only).
This will put a file in C:\Pick called ft.txt

This file will contain the Customer Number, Customer Name, Customer Addresses, The customer’s
multiplier, and the two different customer prices (based on the customer’s multiplier) for the example
part number given, G31-705, in case you decide to use that letter, and the customer’s phone numbers.
The fields that will be used in the mail merge are the customer name, address, multiplier, G31-705 price
and 24 lot price. The Customer number and phone number are for your reference.

Next, open the letter you intend to use in Microsoft Word.

Make any necessary edits that will be consistent on each of the letters (for example, your city, the
owner’s name etc...)

1 Next, click on TOOLS, then select LETTERS & MAILINGS, then select MAIL MERGE
WIZARD.
at | Tools e Window ﬂjot_:e FDF  Acrobat Comments
v || % speling and Gra 1 & M = BT
iar Word Count... = % Ig - |i= I= iE £ I
& Protect Document. .. = = 5
| Letters and Mailings 4 » |%i Mail Merge Wizard... |
—g Options. .. Show Mail Merge Toolbar ;—
¥ =] Envelopes and Labels. .. L
Letter Wizard...
2,3 Mail Merge ¥ % On the “Select the Type of Document” window, select Letters®.
Select document type Then select the “Next: Starting Document®” at the bottom of the
What type of document are you window.
working an?
* | etters 2
E-mail messages

Envelopes
Labels
Directory

Letters

Send letters to a group of people.
You can personalize the letter that
each person receives.

Click Mext to continue.
Step1of 6 <« 3

g Next: Starting document
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L] Mail Merge * X

Select starting document

How do you want to set up your
letters?

# Use the current document| 4
Start from a template
Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge wizard
to add redpient information.

On the “Select Starting Document” window, select “Use the

current document™.”
Then select the “Next: Select recipients® at the bottom of the

window

Step 2 of 6

g Next: Select redpients /

48 Previous: Select document type
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¢ © Mail Merge 5 On the “Select Recipients” window, select “Use an existing
H 611
Select recipients el list . .- . 7
o U o Just below, where it says “Use Existing List’ select Browse'.
se an existing list
select from Qutlook contacts

Type a new list

Use an existing list

Use names and addresses from| 7
file or a database.

Browse...

Step 3 of 6
g Next: Write your letter

4@ Previous: Starting document

This will open up the Open file dialog box with the “My Data Sources” folder open.

Click the drop down for Look In (where it says My Data Sources) and select the Local Disk

C: drive.

Select Data Source

Look in: |@ My Data Sources £ - Tools ~
@ Desktop Ipe | Modified |
] 3 My CU”‘DF i / brosoft Office ... 8/25/2000 2:...
— -y 'D:- 1KB Microsoft Office ... 9/25/2000 2:...
— :
=%, it-department on 'Jacksonvile...
ﬁ S# dst on Net Integrator ‘FileSv. .
z Server on 'Southside Server (...
Excel S# server on 'Jacksonville Server...
S# tammi on ‘Jacksonville Server ...
R # controls on Jacksonwille Serv...
j S# reports on '192. 168.44.33 (X:)
Pick. %J My Network Places
[} My Documents
s [C5) My Data Sources
) Fonts
My Documents [ handheld
I signature
4 ) INET
Bﬁ E‘E FTP Locations 4 MNew Source... | Open
= ) .
Deslvd:on =) ﬁddﬂdodfyLochons . —_|b,' —— —




Then double-click on the Pick folder

Look in: |x.’ Local Disk (C:) j SR @ * 5 * Tools ~
MName Size | Type Date Modified #
ﬁ I5)110 10series File Folder  11/19/2004 &:
History MSOCache File Folder  5/24/2004 11:
IS offine_signatures Filz Folder  727/2004 2:5
i 23 Qutlook 9 File Folder  4f12/2004 2:0
_\? B e———— File Folder ~ 3/18/2005 8:3
Excel |C)Program Files File Folder  2/24/2005 7:5
[C)restore File Folder  10/25/2004 9:
ﬁ |5 signatures File Folder  2f25/2005 12:
1) temp File Folder  6/4/2004 2:09
Pick (25 Wimba File Folder  1/10/2005 10:
L3 wmnpows File Folder  3/12/2005 12:
e L WUTemp Filz Folder  5/11/2004 2:5
=| COMLOG, txt OKE TextDo... 482004 12:0
My Documents | = inparh, TxT 1KB TextDo... 9/5/20048:07%
£ | >
= 3 A
Bﬂ File name: | j Mew Source. .. | Open
Deslvdm: Files of type: |AII Data Sources (*.odc;*.mdb; ‘.mde;j Cancel
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Select the “ft.txt’ file (may just be ‘ft”)

Select Data Source

Look in: |B Pick j & - & X ~ Tools ~
Size  Type Date Modifier
A’ 10 2KB TextDo... 3/21/20053:5
Histary @ customers, et 1,004KE TextDo... 3/14/2005 3:0
@ unfinl, txt SKE TextDo... 3f14/20057:4
2 [E] 01-114.1xt 2KB 2005 12:3
j réj counterprod. txt 14KB TextDo... 3/4/2005 10:3
Excel @] hangoutD8. tet 30KE TextDo... 3/3f20059:09
@ hangoutd 1. tet 1KE TextDo... 3f3/2005%:09
@ [£] hangoutod. et B7KB TextDo.. 3/3/20058:33
E hangout2. txt 74KB TextDo... 3/3/20058:31
Pick [£] hangout. txt 151KB TextDo... 3/3/20058:29
(] 10.78_07.txt 277KE TextDo... 3/1/2005 10:2
e @ 10.7.8_06.txt 100KB TextDo... 3/1/2005 10:2
@ Merchant Cards for Discover {Summary). bt 17KB TextDeo... 3/1/20058:06
R BT RS @] Merchant Cards for American Express (Summ... 6KE TextDo... 312005 8:06 %
p ]
4 | >
e a —
Bﬂ File pame: | j MNew Source... | Open
Deslv(tou Files of type: |AII Data Sources (=.odc;* mdb; ‘.rnde;j Cancel
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The recipient list will be displayed on the screen, click OK.

Mail Merge Recipi

To sort the list, dick the appropriate column heading. To narrow down the redpients displayed by a
spedific criteria, such as by city, dick the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:
|v cit\-I | | state | ~| zipcode |v acustno |v custname |' ladd1 | = Iad

[WiaMT —[F 6644|0070 |BUNTRIGHT... | *GEOR.. |NEED A

WAGG 70094 7408 CAND C SER... 431-285... 45 AST{
VACH... LA 70090 8757 B ANDCSEA... 265-3160  160RU
HARVEY LA 70058 5201 C&OARC... 368-005.. 102954
BATO... LA 70837 221004 CPM == 225288... P.0.B(
CHAL... LA 70044 7217 B&MSALES  277-1733  P.O.EQ
METAL.. LA 70004 8938 B &BELECT.. 466-7833  P.O.E(
VACH... LA 70090 4715 TRIPLEB CO... 504285, B.0. B
ELMW... LA 701830667 11170 AJCSUPPLY ... 73 b. B
MARR... LA 70072 7721 caimamt.. 3¢ 11 FE7L
HARVEY LA 70058 2946 C&CAPPLL.. NE 13M
< | >
selectal | Clearl | mefresh | v
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select recipients
% Uze an existing list
Select from Qutook contacts
Type a new list
Use an existing list

Currently, your recdpients are
zelected from:

[:WPick\ft.cs] in “ft.cav”™
Select a different list. ..

Edit recipient list. ..

Step 3 of 6

2 Mext: Write your letter €— 12

48 Previous: Starting document

4+ Mail Merge * x  On the Wizard screen,

select “Next: Write your letter”

In th

e next step you will create your mail merge fields

13

@ Mail Merge - X

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 black...

D Greeting line...

% Electronic postage. ..

Place your cursor in the area of the letter where the address will go and click
on ‘More Items...’

I Postal bar code...

Bl More items, .g——t 13

When you have finished writin

your letter, dick Next. Then you
can preview and personalize each
redpient’s letter.

Step 4 of 6
g Mext: Preview your letters

4a Previous: Select recipients




14 | You will be presented with the Insert Merge Field window. First, select Customer_Name and click
Insert, then close.
Insert Merge Field
Insert:
" Address Fields {* Database Fields
Fields:
. acustno 14
Sample Letter # 3
ladd1
ladd2
ladd3
March 24, 2004 aty
{{custname»| zipcode
phoneno
fax
peatmult
Dear Valued Customer, 031705ea
g31705lot
The mail will soon be delivering
featuring easy find product tabs. ;
that it reflects “List” prices. No| =]
product information with your cu Match Fields. . | Close |
15, | Move your cusrsor to the next line, for the first address line™, then repeat step 12, only selecting
16 Idd2 (the second address line) this time. Repeat these two steps until you have added merge fields

for each piece of the address. IMPORTANT: Remember to put the comma (,) and spaces in for the

City, State and Zip code.

Insert Merge Field

{+ Database Fields

Insert:
" Address Fields
Sample Letter # 3 Fields
March 24, 2004
«custnamex
{{laddli
phaneno
fax
Dearg 15 | Custome peatmult
g31705ea
The mail will soon be d [93170%t
featuring easy find prod
that it reflects “List™ y
product information wit
L . _ Match Fields. ..
Your multiplier is .45
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In the end, your address block should look like this:

March 21, 2005
acustnames
«laddl»
«ladd2»
«ladd3»

17

wcityy, «staten «zipcodew

***The following 7 steps only apply if you decide to use Sample letter #3,
which shows an example of how the list price times multiplier works.***

Select the sample multiplier in the letter as shown below’, then select MORE ITEMS... from the
wizard and select pcatmult?, the press Insert? and close®.

Dear Valued Customer,

The mail will sganha dali
featuring easyf] 1 fug
that it reflects ri
product inform nlwith b

55022 x 45=52260.

Pricing may vary due to m|
errors. etc. Other seasona
net pricing.

net. Or if yof |

Useful information and up

Insert Merge Field

Insert:
" Address Fields

Fields:

{+ Database Fields

acusino
custname
ladd1
ladd2
ladd3
dty
state
zipcode
phoneno

93170523
g31705lot

Match Figlds. .. |

Insert

Repeat steps 1 & 2 for the other Multipliers

A~ w

Next, select the sample each net price (25.00°), then select MORE ITEMS

select g31705ea* and press Insert* and Close®.

Dear Valued Customer,

Insert Merge Field

Insert:
" Address Fields

The mail will soon be delivering Felds:
featuring easy find product tabs) [Zosmo

that it reflects
product inform 3

Your multiplier istpcainﬂ]t» ?Ete

333: A JohnstoneV¥331-705

+ Database Fields

... from the wizard and

prices. | |custname

ladd1

ith vour cf |\z4d2

ladd3

smq |zipcode

$55.65 x .45 = P net. Or if| [2Po"=°

costis 550.22 x .45 =521.60.

Pricing may vary due to monthly
errors, etc. Other seasonal, mon

net pricing.

Useful information and up to th
axrailabla FA{T af acw s ahoitg =

fax

pcatmult
'g31705ea
g31705lot

Match Fields...

Insert




Repeat steps 3 and 4, only selecting the 24-lot net price in the letter and the g31705lot from the Merge
When you are finished it should look like the imag_je below:

fields.

Your multiplier is «pcatmulé» times the list price in the catalog. For example on page
333: A Johnstone G31-705 smoke detector has a list price of $55.65 ea. Your true cost is
55565 x «pcatmults = S4g31705ean net. Or if vou purchased 24 lot with the list price of
50.22, vour true cost is 55022 x «pecatmult» = Sag317051ots

4 © Mail Merge -

Write your letter

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

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

F’] Address block...
D Greeting line...

:| Electronic postage...
|||| Postal bar code...

E| More items. ..

When you have finished writing
your letter, dick Mext. Then you
can preview and personalize each
redpient's letter.

Step4 of 6

g Mext: Preview your letters <€——

x| Click “Next: Preview your letters®”

4@ Previous: Select recipients
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@ Mail Merge -

Preview your letters

One of the merged letters is
previewed here. To preview
anather letter, dick one of the
following:

Recipient: 1 =
B Find a recpient. ..

Make changes

¥ou can also change your recipient
list:

Edit recipient list. ..

Exdude this recipient

When you have finished
previewing your letters, dick Next.
Then you can print the merged
letters or edit individual letters to
add personal comments.

Step S of 6

g Mext: Complete the merge <€—

43 Previous: Write your letter

On this screen you will be able to see the data from the merge fields
actually merged into the document®.

/’

AA Heating & Air
1234 Mockingbird Ln.

Suite 500
6 < Ormand Beach, FL 32222

Your multiplier is 0.55 times the list price in the catalog. For example on page 333: A
Johnstone G31-705 smoke detector has a list price of $55.65 ea. Your true cost is 553565 x
0.55 =523 00 net. Or if you purchased 24 lot with the list price of 50.22, your true cost is
$50.22 x 0.55 = $§20.00 .

Double check all data to make sure it is correct and formatted correctly,
then click “Next: complete the merge’”




] Mail Merge -

Complete the merge

Mail Merge is ready to produce
your letters.

To personalize your letters, dick
"Edit Individual Letters.” This wil
open a new document with your
merged letters. To make changes
to all the letters, switch back to the
original document.

Merge
B Print...

% Edit individual letters. . g

Step 6 of 6

4 Previous: Preview your letters

On the final screen of the Mail Merge Wizard, step 6 of 6, select “Edit
Individual Letters”

By selecting this, the individual merged letters will be printed to a new
document, separate from the mail-merge. You may then look over each
letter, save the new document, and print them.

After you click Edit Individual Letters, you will be prompted for which records to merge. Leave All

selected and click OK.

Merge to New Document

Merge records

" Currentrec

o]

" From: li_ To: li

P

Cancel |




