Form letters with WORD

To create a form letter go to Persons/Form Letter. The function Persons/Export Addresses will
also lead you to the mask for form letters:

ﬂ

Layout [@ Export ]
FERSOMEM.DOC Edit...
DAPCCADDIEVUSER_T\DATEMY,

aplit mark: Tabulatar

Salutation: r, Mrs, Family

||]=J Address file

Fersons group
IAIImembers ;I[ Define.. l [@ Mailmerge ]

COrder
Iﬂnlphabet (Names) LI Edit... [“ﬁ Mote ]

o |

|'WWITH and WITHOUT direct-dehit | Define::

[v' Families together Imail addr., extra LI [:3 Ciuit

Pre-settings

Before creating a form letter it is necessary to define a group of persons and the order.

r
(]

All members of your golf club receive a letter with best wishes for the New Year.

e For this example select ,.all members” as the group of persons.
e By confirming with the button Output the person data will be saved to the form letter file that

was set in Layout.
e Before creating the form letter you should make sure that you set have set the document in
Layout to be a ,*.doc”-file. The directory is set as default by PC CADDIE.

Creating a form letter

Now click the button Form letter:
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Serial letters

Serial letters:

TestDOC 17.12.04

ircularDOC 17.12.04

[;_,5 Create new serial letter with the draft ]
[@ Editthe selected serial letier l
[Eﬁ Open file of serial letters ]
o Update list of serial letters l

In this window you can see already used form letters. To create a new form letter please click Create
new serial letter with template (F9). This allows you to get any Word document from any directory

from your computer and save it as a template.
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Create new serial letter

Create new serial letter with this reference:

(Letter will be saved under this name.)

Iz this draft for the |letter:

Empty docx 221018
Infarmation1 . DOC 1712.04
FC CADDIE - Club empty letter DOC 17.12.04
_PCC BRF.DOC 17.06.97
[E File: DAPCCADDIENTEMPLATEY,

[:}J Gt rew draft ] [@ Edit draft

[E? Open file with drafts ] [E: Open file with serial letters

[ Use this serial letter privathy for this user

When wou enter a reference and select a draff,

the lettar will be generated autamatically in ward
and will be sawved under the reference.

[X Cancel l

Activate the desired template and enter a Subject* for your form letter. In our example we use the
template ,PC CADDIE empty club letter” and enter a subject such as ,,Happy New Year”. To edit an
existing template simply click Edit template (F7). The button Open template folder (F6) opens the
template folder. A new template can be imported with F9 and F5 lets you refresh the list. Finally

confirm with OK. Microsoft Word will open automatically.
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Golfclub Sonnenscheine.V.

Sonnenrain 11 - 54321 Testhausen
Phone: 0541/39458-10
Fax: 0541/39458-90

info(@gc-sonnenschein de
ww.gc-sonnenschein de

Golfclub Sonnenschein - Sonnenrain 11 - 34321 Testhausen

«SALUTATION1»
«SALUTATIONZ»

« ADDRESS ADDITIONAL INFOw»
« ADDRESS1»

« ADDRESS2»

wCOUNTREY »

«IB1»

«SALUTATION3»|
«SALUTATION3»

Text

Kind Regards,

«DATESTE.

The PC CADDIE form letter manager will appear next to the document:
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Functions for Letter Templates il

Editwour [etter template in ‘Word!
The following options help wou create a
form letter with special functions:

=

Insert address field at cursor position

Inser date field at cursor position

=

Insert subject field at cursor position

=
-

=

Insert salutation field at cursor position

[# Inser ather field at cursor position l
[;;'_1 Merge to new docurment l
[.,,,'g send mail merge to printar l
[I:I Save and close letter termplate ]
[:3 Close this helper function l

Position your cursor at a specific point and with the help of PC CADDIE you can then insert either
Address fields, the date, a subject, a salutation or a misc. field to your form letter.

The button Merge to new document will join the data and you will get a preview of your form letter.
The merge field <Address1> will then use the address of the person that was entered under the 1st

address in the person's mask. Of course you can change the text and format of the template in these

Word documents. Click Save and exit template to save your changes to the template.

|
®  All templates will be saved by PC CADDIE in the folder ,Template”. The form letters can be
found in the folder ,Mailmerge®“.
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Templates directory il

Current directony |v’ QI |
DAPCCADDIENTEMPLATEY, —

|x Cancel |
Mew directany

[DAPCCADDIENTEMPLATE}

Saved directories:
CAPCCADDIENTEMPLATEY (Standard order)

Print form letter

Have all changes been made you can copy the form letter into a new document using the button
Merge to new document. You will then see all letters at once (that is for the selected group of
persons and the chosen order). The letter can then be printed out from this document.
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Golfclub Sonnenscheine.V.

Sonnenrain 11 - 54321 Testhausen
Phone: 0541/39458-10
Fax: 0541/39458-90

info(@gc-sonmenschein.de
"ww_gc-sonnenschein de

zolfclub Sonnenschein - Sonnentain 11 - 54321 Testhausen

Mr. Tester Timo

123445 Example address
23 October 2018

Happy New Year

Dear Mr Tester Timo.

Text

Kind Regards,

=
¥ At this point it would be wise to print a test page of one letter to check if the document fits onto
your letter paper and if the address field fits into the address window.

If you see no need to check all the letters again you can start the print directly using the button Send
Mail Merge to printer. In case you have only changed the template but do not want to make any
other actions you can exit the template via Save and exit template. You will get back to the
selection window for form letters - now containing the form letter with the subject ,,Happy New Year”
which you have just created:
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Serial letters il
Serial letters:
Circular.DOC 171204 161016
TestDOC 171204 161016
Happy Mew Year.doc 231018 134054
[d.} Create new serial letter with the draft ]
[@ Edit the selected serial lettar l
[Eﬁ Openfile of serial letters ]
o Update list of serial letters l

Export addresses

Click the button Address file to export addresses:

hﬂ Address fils ]

Address file X
“r'ou can open the address file in Ward or copy bﬂ it 1
itto another destination: —

[@ Open export file with Word ]

[ Open export file with Excel l

[@ Open blank letter in Word ]

[I:I Copy exportfile to this directory; ]

Target directory:

Tergetfile:  [PERSONENDOC
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You have the option to either export addresses to Word or Excel, especially the export file to Excel is
recommendable in case you want to print them out or use them in any other way. Please remember
that it will be an HTML file and you will have to save it as an Excel file. You can also copy the file into
any desired target or open an empty letter.

Annotation of form letters

If you are working with the CRM\DMS module you can record the form letter in each person mask. The
button Note makes it possible:

x|

Last printing: 18.1018-11:04:14 (1 Records) P MNote 1
Fecord output in the following categary: |x Cancel |
Letter. general ll

Additional text:
Happy New vear :I

Attached document:

IHappy Mew Year.doc
Date: IEE-“:'-18 Time; |14:EE:4?
Status; Iﬁ-"dl:une LI
For | &Timo Tester =]
[ Privat [T New
[Eﬁ Wetify expart list ]

At the top of the image you can see the current data that is being suggested for annotation.

Define the category where the letter should be recorded, the text of the annotation and finally add
the document. The button Verify export list (F7) will show you the people for which this annotation
will be created.

After you have made all entries you can launch the annotation process using the button Note:
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Start annotation il

bake sure that your really want to
create this annotations!

g OE, start annotaion

4 Cancel

Confirm this dialogue again with OK, start annotation.

In each person mask of the relevant group of persons PC CADDIE will record the following annotation:

x

memao | todo | contact person | Contact general overview |corresp0ndence| E-Mail | Changes to the data |Search|

%"15.06.16 13:06 TERM Discuss membership status / 15.06.16-16:41-test: [ ------------mmmmmmmmmmmom-
w16.06.16 21:10  TURAN OK:Project Competition / Sie wurden erfolgreich angemeldet. / Member, Paul
w’16.00.16 21:23 TURAB OK:16.06.16 Project Competition / CD1 / @TURM:000004-01-1-00000013- 1 €
%21.06.16 16:24 TURAB OK:10.06.16 Testcup / CD1 / @TURN:000001-01-1-00000003- 1 10:08 /
w23.06.16 15:16 TURAN OK:PC CADDIE Cup [ Sie wurden erfolgreich angemeldet. / Member, Paul (Mer
¥'23.00.16 20:53 TURAB OK:23.06.16 PC CADDIE Cup / CD1 / @TURM:000011-01-1-00000017- 1 0:00
w20.07.16 12:32  TURAN OK:PC CADDIE Cup [ Sie wurden erfolgreich angemeldet. / Member, Paul (Mer
w’20.07.16 15:38 TURAB OK:20.07.16 PC CADDIE Cup / CD1 / @TURN:000015-01-1-00000019- 1 0:00
w21.07.16 16:35 TURAN OK:Gentlemen day / Sie wurden erfolgreich angemeldet. / Member, Paul (Men
w28.09.16 09:55 TURAN OK:3. Jura Cup / Sie wurden erfolgreich angemeldet. / Member, Paul (Membe
@ 28.09.16 09:35 TURAM OK:1. Jura Cup / Sie wurden erfolgreich angemeldet. / Member, Paul (Membe
w'03.10.16 18:10 TURAN OK:Tournament name [ Sie wurden erfolgreich angemeldet. / Member, Paul (|
#'25.11.17 15:14 TURAN 0OK:25.11.17 Christmas competition [ SPED-tito [/ @TURMN:000036-01-1-00000C
4 22.10.18 14:56 LETT |WHappy New Year [ Sir / Dr. Paul von Member [ Hasslerstrasse 15 / 52055 Aac
Contact Pers (@ANSP

FAM 2 EMember, Petra (04393/3040503)

options B | New ) | Edit 47
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Create a single letter using a template

To create a single letter with a template, select a person and then click the button Export in the
person mask:

Export person x|

von Member, Or. Paul (meps) +V (8] 1

Export only this address
Create autamatically a letter (mavhe with ret.l)

Beference: I

Cliphoard
(Letterwill be sawved under this name.)

LIze this draft for the letter:

Empty.docx 221018

Infarmationl. DOC 17.12.04 —

IPC CADDIE - Club empty leter DOC 17.12.04 | BE |
_PCC_BRF.DOC 17.06.97

= File: DAPCCADDIETEMPLATEY )|

[,;_}_. Get new draft ] [@- Edit draft ]

[@ Open draftfile ] [Eﬁ Open letter file l

[v Attach to existing file ¥ Families together |x Cancel

Activate the option ,Automatically create letter” and select a template for the letter. This dialogue is
set up the same way as the dialogue for form letters. Have you made all changes, click OK. Then
Microsoft Word opens - the merge fields in our template are already filled correctly for ,,Paul
Member“. You can now proceed as usual with the Word document. After closing Word the following
window with the attached file will appear:
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Info: PC CADDIE - Club enpty letter.DOC il

Address: rmepa hMember wan, Or. FPaul i\( oK
Contact persan: Select

=] Save
| |

Project: | (F4)

Categony ILetler,generaI LI & Edit

Subject  |PC CADDIE - Club enpty letier DOC

[ Daone l

Dr Faul won tember ;I l[:l Froject l
1234 Example [ Chackback l
(Families together) [ STEWET l

© saw |

N _pILI [@:, Link infa ]

Eixed date: |22.1U.15 Time: |'|5211 Duration: IZ [@ Erivate l
Eollow-up: |22.1D.18 Time:  [15:11 | o

[j Call l

Far: I B Tirmo Tester ;I Erorm: Timo Tester
Ysahble: IQAII LUSErs LI Done:
Status; I@tudu ;I an:
Created: Changed:

[T Showin staff timetable ¥ Mew entry
Attachment; IC:"I,Users“-,mu:unstruletul"-,DDcuments"-,an FC CADDIE\Member, wan,
[ open attachment ] [ open address ] [x Cancel

Make all necessary entries according to your wishes and exit the window with OK (F12). The
document has now been saved to the person mask of ,Paul Member*.

Use clipboard

The button Clipboard allows you to quickly copy contact data into another document. The name,
telephone and e-mail address, as well as the function are copied. An example: Call the person whose
data you need, and click on the button Export.
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Click on the contact person and then on OK.

Choose contact person

‘Which contsct or which acddrass shoulkd e
used?
Indnadual selsction |

b=

Automake |“ Cancel

Schmedding Softeane Systeme GmbH. Benedkt Schmeadding

Now click on the button Clipboard. Thus, the data is stored in memory and can be copied to another
document.

Expeort pErson =

Schrmedding Softwans Systama GrmbH. Beredikt Schmedd

>

o |

Exporanky his addness

Craete nitnmedcaly o lefer (mayvhe i el
BefamEnce |
(Leter wall B2 s=maad under this name.)

_ﬂ Clipboamd

Llge thig drah fos e betiar

Emgitydogs 22.mE
Happy Ness Vear doc 23.1018 -
dametiond OOC T | | (B Sew
FIC CADDIE - Chis ernpty letier DOC 221018
Testoo 23.mE
_FCC_BRF.DDC 170637
|d File: DAPCCADDENTEMPLATEY =
[ Gt ngnw draf = | Ecit draf
[Ea Cipan et fle [l | Cipan katiar fia =)
[ Atmch to axdsting fil ¥ Familizs ngetar |x Cmneel

Open your document (mail, letter, person sheet or other) and insert the data using CTRL + V.
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S.qnmeﬂ.:mg softwane Systems GrmbH
att. of Sir Benedikt Schmedding
Hemensteinstradse 122

63531 Hertenstein

SWITZERLAND

Telephone: «41-41,/392 7080
Fax: +41-41/ 352089

v, proaddie.com

Storage locations for different documents

In PC CADDIE documents are saved in different folders. In the folder ,Attached” you can find all single
letters. The folder ,Mailmerge” contains all form letters and the folder ,Template* is being used for
templates.

_Iojx]

‘G(Dv ||~ Computer ~ Local Disk (D:) ~ PCCADDIE ~ - 23| Search PCCADDIE @‘
Organze ¥ | Open Incudeinlbrary ¥  Sharewith ¥  Burn  New folder = ~ G
2 monstruletul Al Name - | Date modified | Type | Size | IL
‘& Computer
& Local Disk (C2) — ATTACHED 22.10.2018 15:14 File folder
. Local Disk (D?) DATEN 22.10.2018 15:21 Fie folder
DRUCKER 21.11.2016 20:07 File folder
FONTS 22.07.2015 16:11 File folder
FTP 22.07.2015 16:11 File folder
GRAPHICS 19.02.2018 12:46 File folder
HTML 29.08.2018 19:04 File folder
IMPORT 26.09.2018 11:21 File folder
INDEX 15.10.2018 14:08 File folder
INFO 22.07.2015 16:11 File folder
INTRANET 22.10.2018 09:49 File folder
LEADER 25.07.2016 16:19 File folder
MAIL 22.07.2015 16:11 File folder
MAILMERGE 22.10.2018 14:40 File folder
Hustermann Date created: 22.0?.270‘;12&11;?111 18115 Fle folder b
PICTURES Size: 57,0 KB 12:56 File folder

Folders: test, tests, tito, tito$

ST SERVICE Fles: Circular, Test 14:39 File folder
SERVICES 16.10.2018 10:33 File folder
SICHERO1 19.02.2018 12:38 File folder
SICHERODZ2 02.10.2018 11:26 File folder
| SICHERO3 19.02.2018 12:37 File folder
L‘r’ . TEMPLATE 22.10.2018 15:11 File folder ;I

MAILMERGE Date modified: 22.10.2018 14:40
1 9
r File folder

Restrict the templates to specific users

Some templates should not be visible to all employees, for example the ones regarding human
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resources.

Export person x|

won Member. Dr. Faul (mepa) P\/ (0] 1

Export only this address
Create autamatically a letter (mavhe with ret.l)

Eeference:
- I Cliphoard

(Letterwill be sawved under this name.)

LLIze this draft for the letter:

Empty.docx 221018

Information.DOC 17.12.04 —

{PC CADDIE - Club empty letter DOC 17.12.04 | DR |
_PCC_BRF.DOC 17.06.97

= File: DAPCCADDIETEMPLATEY, )|

[:}n ° Get new draft ] [@- Edit clraft ]

[B Open draftfile ] [Eﬁ Open letter file l

[v Atach to existing file ¥ Families together |x Cancel

1. Get a new template
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x

OO | | . ¥ Computer * Local Disk (D:) * PCCADDIE * TEXTE - @I Search TEXTE @‘
Organize ~  New folder = ~ [ G
I, FTP LI Name | Date modified | Type
Sk “ _PCC_BRF 17.06.1997 17:54 Microst
| HTML T
| IMPORT “ Empty 22.10.2018 14:49 Microsc
| INDEX ﬂ_'l greeinfbe_orig 15.12.2010 18:11 Microsc
I INFO *] greeinfbel 15.12.2010 18:11 Microsc
f. INTRANET | greeinfbe2 15.12.2010 18:11  Microst
K LEADER @ 11000001 . 24.10.2018 12:22
i = TIME 29.10.2001 15:32 Microst
| MAILMERGE L '
| Mustermann
| PICTURES
| SERVICE
| SERVICES
| SICHERO1
| SICHERO2
| SICHERO3
| TEMPLATE
| TEXTE
| ToOLS
| UPDATF ~| 4] | |
File name: | TID00001 =| |Files: .DOC, *DOCX, *0DT ¥ |
Open Cancel |
y

2. Select the template

newaraft x|

Where doyou getthe new draft from? P
|DAPCCADDIEYTEXTEXTINON00T. docx

|X Cancel |

Haowe do wou want to name the new draft?

|TIIZIIZIIZIIIIIZI1.d|:u::-c -—

Assigne ta this category; r

Fﬁwmaﬁgrivm forthis user

[v Edith the new draft afterwards
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- What would you like to call the template? - Here you can rename it.

- Assign to this category - Select a category from CRM that is automatically assigned to the letter.

- Save this template privately for the user - As soon as the check mark is set here, this template will
only be visible to the registered person, yourself.

Form letter examples

Boxes and key numbers

Important:

e The letters must be revised manually for persons, who have several box numbers in an
additional field, since in this case the key numbers cannot be clearly assigned to the different
boxes for a letter!

» A special parameter is needed for the export of the key numbers, which you can request from
support@pccaddie.com. The parameter is not generally included in the update, because this
would slow down the process. It should therefore be deactivated after creating a letter with key

numbers!

e Only with the special parameter are the Fields for the key numbers available as part of

Other fields.

The boxes are organized in the Info field 2.

Functions for Letter Templates

Edit yvour letter ternplate in Word!

The following options help ywou create a
farm letter with special functions:

«ADDRESS1»
«ADDRESS52»
«ADDRESSEXTRA»
«ADDRESS1»
«ADDRESS2»
«COUNTRY»

«ADDRESSA»
«ADDRESS3»

Inser address field at cursor position

Insert date field at cursor position

Insernt subjectfield at cursor position

Insert salutation field at cursor position

Insert other field at cursor position -«

herge to new document

Send mail merge to printer

Save and close letter termplate

Close this helper function

Select the field

Typ:  Personen Felder

STAMMVORG A
GRUPPE
INFOT

INFO2

INFO3

INFO4

INFOB

INFOR

INFO?

INFOB
GESCHLECHT
MERKMALT
MERKMAL2
MERKMAL3
MERKMALS
CLUBNR
CLUBCO
MAILT

MAIL? ~|

Please check if you are using the box|«INFO2».
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