Au

M| ohicle uiginel Rig
o =
P hegDete
Dlien Indased vance s/ou00 =
Purchase Dote 5
Viaeranty Expury Dote Customar
= KEADOL

= Mr Keane

Warranty Trpe
ghacle 1d Code
Had Code

Immsbiaar Code

Ky Code

B3

ahves Exaz G
m 1999
: Camshall_ Cybndars
Cirower siarmgLicar
Dlaze [mPEF- Y Weighe Fuel Glrvary
Dscazess

| ot | Canea Trsrfer] Ehanga VAN “Eamech” e

Mail Merge Instructions _
Word 2003

Introduction Key features

This document will take you through the basics of using mail merge with > Selecting customers
Autowork Online and Word 2003. If you have any further questions please » Exporting to file

contact our support team on 01226 352904. » Merging in MS Word
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In Autowork Online go to Reports — Customer Relationship Manager.

Select the type of reminder required and enter the dates required From (1) and To (2).

Customer

Wehicle

GICMALEN ook | Document ] Diary ] TechDota

Customer Relationship Manager

Type Reminders -
Cus ]
ustormner Reminders OJ Q)

(T e lf=s | Reminder Type MOT hd From date 01/05/2011 To date 31/05/2011
Display | Cancel [ Exclude on stop customer| N leIIII ']
Analysis R SMTWTFS

1 2 3 4 5 6 7
Stock g 910 11 12 13 14
STOCK 15 16 17 18 19 20 21

22 23 24 25 26 27 28
Database 2020 12 2 <

Today

Click Display (3) to show all reminders for the selected date range and change the Contact Method option to Export (4). This will
change all exportable customers to green.

" oesk | Gomment | by T Techon

Customer Relationship Manager

Type Reminders -

Reminders
Reminder Type MOT ~  From date 01/05/2011 To date 31/05/2011

g Display Cancel [C] Exclude on stop customers
Action
Contact Method | Export Message “

5
Available Credit
Cost for this Act

‘ Print Exp -
Customer Vehicle Contact Due Sent
L1001 Mr Ilia NDO2ZSW Land Rover Freelander 23/05/2011 B =
SPIDOL Mr Spilictopoulos KMO3UMV Peugeot 607 05/05/2011 B o
vouool Mr Vouniotis MTO3HFZ  Volkswagen Golf 01/05/2011 B e

Click the Export (5) button to create the CrmExport.csv file that has been extracted from Autowork Online.
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Click the Save button (6) to download this file from the internet to your PC.

Customer Vehicle Contact Due Sent

ILID01 Mr Ilia NDO2ZSW Land Rover Freelander S srinsianaa BUTEN e

SPIOOL  Mr Spilistepoulos KMO3UMV  Peugeot 607 ! —

Vouool Mr Wouniotis MTO3HFZ  Welkswagen Golf Save as
J‘ Save - Save and open

The file neds to be saved to the Autowork Online Reminders folder located on the PC Desktop. In the download window, select
Desktop. Double click Reminders (7) to open the folder.

[ & Save As @

@.u|?|! Desktop » - |¢? | | Search Desktop o |
Organize = Mew folder ﬁz - .;@;.
" LIDTdries "
- Favorites =l System Folder
Bl Desktop
& Downloads ? Mick King
. System Folder
=l RecentPlaces |= @
_ L] L Computer
i Libraries | System Folder

m

3 Documents

J Music ey Netwark
=] Pictures System Folder
|

E Videos
Reminders
. File folder o
1M Computer - ‘) -
File name: CrmExport.csv -
Save as type: | Microseft Excel Comma Separated Values File (*.csv) vJ
“ Hide Folders Open l [ Cancel I

MAM Software Ltd. - Autowork Online Mail Merge Word 2003 Page 3



If the file has been downloaded before you should see the existing file, in this instance you will be warned that the file already
exists. Do you want to replace it? Select Yes (8).

2 Save As &2
L)) | | » Reminders - | 44 | | Search Reminders )
Organize = Mew folder == - E@l

& Favorites Mame Date modified Type
B Desktop EL) CrmExport.csv 12/05/2011 11:29 Microsoft Excel C...
4. Downleads
£l Recent PI =l [ 3
Jhs ks Confirm Save As
w9 Libraries ! CrmExport.csv already exists,
3 Documents “ Do you want to replace it?
rJ"- Music
=| Pictures Q)[ Yes l [ N
E Videos
1M Computer - 4 1 b
File name: -
Save as type: ’Microsof't Excel Comma Separated Values File (*.csv) vl
# Hide Folders Save l ’ Cancel ]

When the download is complete close the Download box and minimise Autowork Online.

=4 The CrmExport.csv download has completed. Open = Open folder View downloads ﬁ
] [ | - — E— —

view | Insert  Format  Tooks  Table window Help Note: Before merging any data open Word 2003 and turn on the Mail Merge
=l bormal - JS| - = -4} Toolbar (9) then close Word again. The mail merge tool bar will then open for
54| web Layout b
- merge documents.
Print Layout 1
1 1
[ Toobars v |[v] standard
{3 Thumbnails Formatting |
| Header and Footer AutoText
Zoom... Control Toolbox
¥ Database
Drawing
E-mail
Forms
- Frames
o | Mail Merge
Outlining
Picture
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@—(\)-\ |+ Reminders <14 | Gotothe PC Desktop and open the Autowork Online

Organize » Include in library + Share with » Burn New folder Remlnders f0|der' Open the reqUIred letter'
¥ Favorites m MName : Date modified
Bl Deskiop EL] CrmExport.cav 12/05/2011 11:32
& Downloads 5] MOT_Reminder.doc 07/04/2

il RecentPlaces |5 lﬂ_] SERVICE_Reminder.doc 16/08/2010 16:

Microsoft Office Word X Say Yes to run the required sql command (10) and the letter

Opening this document will run the Following SCL command: will open.

! E SELECT * FROM Dn\UserDatalDeskkoplCrmExport. csw. csw

Data from your database will be placed in the document, Do you wank to continue?

Q=]

When the letter opens use the mail merge tool bar to edit recipients, add additional merge fields, merge data, preview results
and merge to printer.

[y

_T.-l:"l Edit recipients 5 \ Insert merge field E Merge data EI \ Merge to printer

A | 3 2 3 | InsertwordField~ | G2 2 93 | 4 1 b G2 | Ey By By B

When all the letters are printed close Word and say NO to save changes.

This document was correct at time of going to print. However, MAM Software operates a policy of continuous product development. MAM therefore reserves the right to

change specifications of the items featured in this publication at any time and without notice. For the latest product information, please call 01226 352900
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