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Mail Merge Job Aid

*You will need to Download and Save your output file to
the computer before starting this process*

1. Select and open the Template

2. Click St at the top. (doesn’t show on all templates)

3. If you get this message click No

-

Micrasaft Office Word 22

COpening this docurment will run the following SQL command:

; h SELECT *FROM C:\Users\Amy Mayberry\Desktopi12{1). 2. 11 quote burst file Without emails_guotes.csv

Data from your database will be placed in the document. Do you want to continue?
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4. Clickl ol Iat the top.

5. Click Select Recipients and Use an existing List.

[ 8

il Select
= Recipients -
E Type a New List...
] Usean Existing List...
B3] Choose from Outlook Contacts...
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6. Select the Outfile and Click Open.

{0l Select Data Source x
« - 4 > ThisPC » Desktop > Dynamo Outputs v O O Search Dynamo Outputs
Organize New folder =~ @ @

Name Date modified Type 2

# Quick access
1 Desktop

. 379 25 DirectCannect_AutoMailOnly
& Downloads ~ #
*

39 9_25_DirectConnect_AutoPhoneOnly
37 9_25_DirectConnect_AutoQuotes

Microsoft Exc,
Microsoft Ex|

Microsoft Exc,

Documents 379 25 DirectCannect Errors Microsoft Exc|
[&] Pictures 4 E3]9.25_DirectConnect_HomeMailOnly Microsoft Exc
Bi-Weekly Sales 202 E3%) 9_25_DirectConnect_ HomePhoneOnly Microsoft Exc
Job Aids B3] 9_25_DirectConnect_ HomeQuotes Microsft Exc

37 9_26 DirectCannect Errors

39 9_26_DirectConnect_HomeMailOnly
39 9_26_DirectConnect_HomePhoneOnly
@l Microsoft Word 37 9_26 DirectConnect HomeQuotes

B9 All Auto Leads

7] All Home Leads NO Duplicates

=¥ Network E37) All Home Leads
L Y O S P,

Shut off Emails Microsoft Exc|

Microsoft Ex|
Welcome Emails
Microsoft Ex|
Microsoft Exc,

Microsoft Exc
[ This PC

Microsoft Bxc
28/2018 1230 PM  Microsoft Exc

New Source...

File name: | [AData Sources ~

7. Click

8. Click Finish and Merge then Print Document

>
Finish &
Merge *
L:LD Edit Indnidual Documents...
E“.g, Print Documents...

E.  Send Email Messages...
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9. Select Number of Records to Print and click OK

Merge to Printer ? *

Print records

() Current record
() From: To:

10. Select Printer and Click OK

Print 7 x
Printer

Mame: i~ J Microsoft Print to PDF ~ Properties
Status: Idle Find Printer...
Type: Microsoft Print To PDF

Where:  PORTPROMET: [ print to file
Comment: |:| Manual duplex
Page range Copies

® an Mumber of copies: |1 $

Current page Selection
O Pages: Collate

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12 or
plsl, p1s2, p1s3—-p8s3

Print what: | Document ~ Zoom
Print: All pages in range b Pages per sheet: 1 page hd
Scale to paper size: | Mo Scaling ~

Options... Cancel




