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USING MAIL-MERGE

Again we are not going to talk about@ S | NB 2dzad 3I2Ay 3 (2 RietheA i @
previous modulebut this time generating personalisedniails and Letters

Exercise; Using FINDo select your records
Click theMail-Merge Button in the GEM Toolb&r open theFINDForm.

CI |Ck on th@eopleTab “FEND - Organisations/People E@
Enty Type } T i t Peaple IAddressasl Contact Numbersl Categorias] Query L\brarﬂ Opt\ons}
an d € nter E m ployer as ils First Name: Middle Name: EzE [This Tab enables you to restrict which People are included in your Current Selection - based
A < L A A | j ‘ j ‘ j ‘ j on fields that are unique to People.
qJ W S LJU 2 y { u S S Nickname: Last Name: Age Range:
| Ea =1 |-

dis,plzilyAaII of Repton , e ] —
{usstQa {al ¥
Current Selection

Current Selection | Accumulated Selections | Exceptions

fols above to maks 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

use th:lrc‘pé?;ﬂe"mu"éfnn_ Select All | Deselect All ‘ Clear All | Refresh ‘
It Wi" aISO dlsplay t Name Address Phone Mo | Fax No Mohile No ‘ Joh/Parent Organisation ‘

8 connie Juniper 2 Epping Place, Highbury, Macksville, New South GB891-4567 Accountant, Repton Steel
ACCumuIated Sel h ns @ Brenda Smith 2 Epping Place, Highbury, Macksville, Mew South .. 6691-4567 Marketing Consultant, Repton S...

I°] Eharyn Srnith 2 Epping Place, Highbury, Macksville, Mew South .. 6691-4567 Advertising Consultant, Repton ..
and Exce ptionSTab. [¥18 John 2mitn 2 Epping Placs, Highbury, Macksville, New South . 68914567 Erand Boy. Reptan Steel

8 Ken Smith Jor. 2 Epping Place, Highbury, Macksville, Mew South .. 6691-4567 Area Manager, Repton Steel

s Danvid Smith 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 theAccumulate | |
Button. ThIS WI" move Search Results : 7 rows

h f te Assign Category | Remove Category ‘ Edit Selected Records Only Print Selected Address: Accumulate Add to Exceptions Mail Merge Cancel |
the contents of t
LIJ/ dzN\]\'\S y’l:l { S f Current Selection Accumulated Se\emOHSIExceptians}

This Tab displays all the Selections that have been Accumulated so far.

the ACCU m ulate Trems are added to this list by clicking the 'Accumulate’ button on the 'Current Selection’ tab. T mr
. Name: Address: [ Phone: | Fax: [ Mobile: | Job / Pare
& Brei mith| 2 Epping Place, Highbury, Macksville, New South Wales 2447, / 6891-4567 Marketing Consu
IeCtIOnSTab 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 th&urrent 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
pping ghbury . g
Selection Tab, which will
now be em pty S EIND - Organisations/People E@
Entity Types | Organisations FPeople | Addresses | Contact Numbers | Categories | Query Libral Options
ity Typ 9 9 o7 Y| Op
CI |Ck th&lear A”B utton ‘T'tlﬂ‘ =] ‘F\rst lorme: =] ‘M'dd‘e oe: =] ‘Sex: = This Tab enables you to restrict which People are included in your Current Selection - based
hd h h h on fields that are unique to People.
Nickname:

Last Name: Age Range:

to clear the previous filter
controls and then select

FP dzLIS NE §
Employer ZLJS N‘I b Current Selection WAc:umu\atad Salact\onsl Exceptions

v - A
N\R a O Il y‘ S z I V 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.

Job Title:

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

. . MName Address Phone Mo | Fax Mo hohile Mo Job/Parent Organisation
Once agaln Cl Idhe s Craig Conifer 6 Bald Hills Street Bald Hills. Brishane, Queensla..  3456-1234 | Administration, Super Dollars - .. |
. @ Krista Conifer B Bald Hills Street, Bald Hills, Brishane, Queensla. 3456-1234 Accountant, Super Dollars - Bris
AccumUIateBUtto n- Thls Raobert Conifer G Bald Hills Street, Bald Hills, Brishane, Queensla..  3456-1234 CEQ or Manager, Super Dollar
7 A N4 1 A @ Raslyn Conifer 6 Bald Hills Street, Bald Hills, Brishane, Queensla..  3456-1234 Draughtwaman, Super Dollars -
gAtt IR K §

{StSO0lGA2yQ |
W1 O OdzY dzeQ GIASF
Tah

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 Carrnake as many Current Selection Accumulated Selections Exceptmﬂsl
P This Tab displays all the Selections fhat have been Accumulated so far. )
LIJ / dZN\]\I\B y- L] { S 1 Ttems are added to this list by cljeking the 'Accumulate' button on the 'Current Selection' tab. M

Name: Address: [ Phone: | Fax: [ Mobile: | Job / Pare

1 H 1 | »_|Brenda Smith| 2 Epping Place, Highbury, Macksville, New South Wales 2447,  6891-4567 Marketing Consu

you Ilke’ |Ike th IS and || 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, £

accumu |ate them INto a 10 Nambucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210  7894-3211  0421-333-333 | CEO, Repton Ste

ksville, New South Wales 2447, / 68914567 Advertising Cons
ry. PO Box 25 Highbury, Macksville 7842-3210  7894-3211 0722-333-231 | Accounts Persor

2 Epping Place, Highbury,
10 Nambucca Street, High

single list. If someone is

: 2 Epping Place, Highbury/Macksville, New South Wales 2447,  6891-4567 Errand Boy, Repl

7 A 74 2 Epping Place, Highbufy, Macksville, New South Wales 2447, # 6891-4567 Area Manager, R

}\ y. Y de u 7\ LJf S V/_|Krista Conifer 6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Australia | 3456-1234 Accountant, Sup
| |Robert Conifer 6 Bald Hills Stree}/Bald Hills, Brisbane, Queensland, Australia | 3456-1234 CEOQ or Manager

| |Roslyn Conifer 6 Bald Hills Strg€t, Bald Hills, Brisbane, Queensland, Australia | 3456-1234 Draughtwoman, £

{StSOlAazya
appear in the final li
once.

Record: 14| | T b |k @M of 11 < |

When you perform a Mail-Merge all the Addresses listed above will be
Assign Category ‘ Remove 94“’ ‘ used - less any still on the Exceptions List. Remove Exceptions
Z

Mail Merge

You can al
Exceptiond.ist in the
same way. Beforé 2 dz dza S

AY FYR Fy@dKAY

Note we now have eleven Peo6ple selected in the lisheede home addresses
to prove it, rightclick in theAddressColumn and clicksort Ascending This
will display: T

| Sort Descending

7

2dzNJ f AdG> yedKAy3a €STFaG Ay
AY WOEOSLIIA2y&aQ é6Afft 0SS NBY

Current Selection Accumulated\Selections 1 Exceptions

This Tab displays all the Selectiond\that have been Accumulated so far. Copy
Rems are ad;:‘]eg to this list by clickind\the "Accumulate’ button on the 'Current Selection' tab. G ) E3EEnT
Name: Address: [ Phone: | Fax: [ Mobile: | Job / Pare
| |David Smith 10Mambucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210 7894-3211 0421-333-333  CEO. Repton Ste
| [Jenny Smith bucca Street, Highbury, PO Box 25 Highbury, Macksville 7842-3210 7894-3211 0722-333-231  Accounts Persor
| |Brenda Smith ce, Highbury, Macksville, New South Wales 2447, 4 6891-4567 Marketing Consu
| |Connie Juniper ce, Highbury, Macksville, New South Wales 2447, # 6891-4567 Accountant, Rep
| |Elwyn Smith 2 Epping Place, Highbury, Macksville, New South Wales 2447, } 6891-4567 Advertising Cons
| [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, } 6891-4567 Area Manager, R
| |Craig Conifer 6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Australia | 3456-1234 Administration, £
| b _|Krista Conifer 6 Ball:l Hills Street, Bald Hills, Brisbane, Queensland, Australia | 3456-1234 Accountant, Sup
| |Robert Conifer 6 Bald Hills Street, Bald Hills, Brisbane, Queensland, Australia | 3456-1234 CEO or Manager
| |Roslyn Conifer 6 Bald Hills Street, Bald Hills, Brisbane, Queensland. Australia | 3456-1234 Draughtwoman, £
Record: M| 4 | o b [ m ] e[ of 11 1 | |
A When you perform a Mail-Merge all the Addresses listed above will be q
Assign Category ‘ Remaove Categary ‘ youp uged  less any siill on the Exceptions List. Remove Excapt\oﬂ Mail Merge

Exercise; Using MailMer D-mails, Faxes and Letters

Now clickMail-Mergeto start theMAIL- | ZMALMERGEWizerd )
M ERG E leard > 3 P Welcome to Relationship GEM's Mail Merge Wizard
==

This panel will display additional
help and advice at each stage.

The first page of the Wizard tells you WhE'
it does. So read it, &ast the first fe
times you run it.

GEM's Mail-Merge enables you to:

® 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

Thelnformation Panelon the left will give to use,
) . GEM can use its knowledge of Relationships to:
yOU more |nf0rmat|0n as yOU gO along . * Send to alternative Addresses,
. . B B ® prevent multiple mailings thithe same Address.
J ust p0|nt at any Control and |t W|” Obl|ge ® 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

When ready’ Cl I CN eXt>'\ recipients leave their current employers.)

Close
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The second page of the Wizard enables “*‘;A‘LMERGEWHE'C'
you to select tle sort of Address you want g;““

Relationship GEM's Mail Merge Wizard - Select Address Types

Es

to use for everyone selected.

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.

LT &2dz R2y Qil dzy RSNJ
at each Panel in turn and the information
panel will explain. For more information
try F1for contextsensitive HELP.

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.

The default options are as showheave

them alone and presl!slext>.\
\

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

 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 yoL.
to control even further which Addresses ge
you wish to send to and cho$elivery

&%

Relationship GEM's Mail Merge Wizard - Address Exceptions

o
Methods.

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

E-mails, Faxes, or Letters

and your order of preference.

If you choose the options shown, the
default, it will only send on&mailand
two Letters or labels

= E-ﬁai\s to & ou have
E-mail Address for,
How comewhen there are eleven People -etestor aerorees

involved? Well, remember they all live at An'hbty;m;h”ug'y?t’#
only three Addresses amquresumablywe

only have a valid email address for the

Wt NAYOALIE [/ 2yil O

Simply select each Delivery Method
in your order of preference.

This enables you, for example, to

Send mail to

" Every Organisation and Person selected

& ‘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

This will send:
1 E-mails

2 Letters or Labels

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

< Back Next>

Now clickEvery Organisation and P&on
Selected As you can see, this would sen

% MAIL MERGE Wizard

Relationship GEM's Mail Merge Wizard - Address Exceptions

seven emails and four letters or faxes.

Sometimes many
Organisations/People may share
the same Address.

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

\Send mail to

« EEvery Organisation and Person selected

' 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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Now reselectOne Organisation/Perso
at each Addresbecause we want to see
who was selected. Then clislext>,

This will create two mainerge Data
Sources irseparate Excel Spreadsheets
and display the next page of the Wizard.

This Page of the Wizard tells you where it
wrote your Data Sources.

DoubleclickMail-Merge Addressesg E

mail.xIsto open the spreadsheet. I

Then operMail-merge Addresses
Postal.xlsin the same way.

Bath spreadsheets are shown below:

| l.'J!!\‘\ H92-¢-&)~ Mail-Merge Addresses - E-mailxls [Compatibility Mode] - Microsoft Excel @E‘g
. Home Insert Page Layout Formulas Data Review  View Developer  Add-Ins PDF ®© - = x
Al - £ 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
4 4 » ¥ | Mail-Merge Addresses - E-mail <% m |
Ready | &= u@ =] EL_M% & 0 o
I_-J"J\'\ HY-o-& A Mail-Merge Addresses - Postalxls [Compatibility Mode] - Microsoft Excel E@ﬂ
_"y Home Insert Page Layout Formulas 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
4 4 » | Mail-Merge Addresses - Postal <7 7| [l M [
Ready = u@ [E] EI__IOO% =) L o

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

home Email Address for David Smith. So he is in tmeaif data source. The othig are in the Postal

RFEGF &2 dz2NOS® D9a Kla lfaz2 FdziaYFGAOFft& AyOf dzR!
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