Using MailMege with Manager and ManagerPlus

Open the Management software Report Selections dialog and run the report *MM — Manual

MailMerge Generation found under the Client tab.
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In the Followup dialog select any Selection Criteria that will yield results and click on the

Search button.
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When the Followup --- View From History dialog appears click on Exit.
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Open Microsoft Word, select Tools / Letters and Mailing / Mail Merge Wizard...
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Select document type

What kype of document are wou
working on?

® Letters
E-mail messages
Ervvelopes
Labels

Directary

Letters

Send letters to a group of people.
You can personalize the letter thak
each person receives,

ﬂ Click Mext to conkinue,
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Select Data Source

Tvpe a new list

Use an existing list

Use names and addresses froma
file or a database.
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Browse and select SMCORESZ MDB
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