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Mail Merge Instructions 
Word 2003

Key features
Selecting customers►►

Exporting to file►►

Merging in MS Word►►

Introduction
This document will take you through the basics of using mail merge with 
Autowork Online and Word 2003. If you have any further questions please 
contact our support team on 01226 352904.
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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.

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).
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Click the Export (5) button to create the CrmExport.csv file that has been extracted from Autowork Online.
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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.

Mail Merge Word 2003

Click the Save button (6) to download this file from the internet to your PC.
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Note: Before merging any data open Word 2003 and turn on the Mail Merge 
Toolbar (9) then close Word again. The mail merge tool bar will then open for 
merge documents.

Mail Merge Word 2003

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).

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

8

9



AUTOWORK ONLINE

MAM Software Ltd. · Maple Park · Maple Court · Tankersley · Barnsley · S75 3DP 
Tel: +44 (0) 1226 352902 · Fax: +44 (0) 1226 352909 · Web: www.mamsoft.co.uk
MAM Software Ltd. is a subsidiary of MAM Software Group, Inc.

Go to the PC Desktop and open the Autowork Online 
Reminders folder. Open the required letter.

Say Yes to run the required sql command (10) and the letter 
will open.

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

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.

Edit recipients Insert merge field Merge data Merge to printer
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