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Section 10 Mail Merge

Cordell Connect has very a useful mail merge function for letters and mailing labels. Mail merges
can be performed using project, company or contact information. The data source for this function
will be emailed to you upon request.

The data source files are:

v' ProjectMailMergeFields.txt
v' CompanyMailMergeFields.txt
v ContactMailMergeFields.txt

To receive the 3 text files above, and/or to book a Mail Merge Tutorial, please contact the Connect
Support team on 1800 24 36 24. The support team will take you through the step-by-step
instructions (which are also detailed in this section) on how to:

e Save the above files
e Create a letter template

It will save you time if you can create a suitable form letter in advance for your Company in
Microsoft Word and save it where it is easily accessible. You may choose to format the letter for
use on your company letterhead.

Tip: When you perform a mail merge, a note is automatically created for each company that has
been included in the merge. So next time you view that company, you will see a note added in the
company detail screen, with the mail merge details, including the mail merge template used and
the date created. This allows you to see who you have already sent a letter to. You will also be
able to search for companies that you have previously mail merged, by going to ‘Search Notes’.
Type in a keyword word from the mail merge template, and you will see a list of companies that
have been sent a certain letter.

This manual will explain how to do a mail merge in Cordell Connect, using the
following Windows programs:

e Windows XP
e \Windows 97
e Windows Vista
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Mail Merge - For Windows XP users

Creating a Letter Template

1. Open a blank Microsoft Word document.

2. To insert the Connect mail merge fields into the document, click on the Tools menu and
select Letters and Mailings.

3. Make sure the Show Mail Merge Toolbar is ticked, if not already.

4. Click on Mail Merge Wizard... to start. We will primarily use the Mail Merge selection tool
on the right hand side of the screen.

5. Under Select Document Type, shown below, click the circle next to Letters and click on
Next: Starting Document in the bottom right hand corner. This action will get you to Step 2
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6. The next screen allows you to set up your letter. If
you have already created your letter and it is
open on your screen, select Use the current
document.

7. Click on Next: Select recipients at the bottom to
continue.
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8. Under Select recipients choose the Use an existing

list option.
9. The section called Use an existing list should now be
visible. Click on the button to continue.

10. This should generate the Select Data Source screen, which allows you to load merge
fields into the Word document.

11. Navigate to the directory where you saved the 3 text files mentioned at the beginning.

12. Select one of them (for example ProjectMailMergeFields.txt).

Note: The data source files should appear automatically. However, if the folder in which you saved

the merge fields appears empty, you will need to select Text Files (* .txt) in the “files of type” box
below.
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13. Once you have selected the Project Mail Merge Fields.txt document (or different depending
on the type of template you want), click Open.

14. The screen Mail Merge Recipients will immediately appears on screen. DO NOT SELECT
or modify ANYTHING, just click the OK button.

15. This should activate the Insert Merge Field toolbar in Microsoft Word (it was previously
greyed out).

16. The icon Insert Merge Field is placed to the left of Insert Word Field button (see screen
below).

17. If the icon is visible, the data source has been found and you do not need to use the mail
merge wizard on the right hand side anymore.

18. By clicking on the icon, the available "active" merge fields will displayed within the
Insert Merge Field table (see below).
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/

These merge fields
vary according to
selected txt file.

/

19. Make sure that the Database Fields option is selected.

20. Now you can start creating your own template letter by selecting the desired merge fields
and pressing the insert button.

21. Keep adding merge fields until you are finished then format the letter as required. Be
careful not to modify the merge fields (see the example below with formatted company
address).
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22.You can also open an existing letter and copy the selected body text into this document.

Note: Mail Merge using the Microsoft Word XP version requires additional steps to verify if the
inserted generic mail merge fields are fully functional. Please keep following the steps below:

23. Select/highlight ALL inserted mail merge fields.
24. Right click on the highlighted area, then click on the Toggle Field Codes option.

25. The mail merge fields should now appear as shown below

26. If the mail merge fields appear within quotation marks go to Edit then Replace.
27. Type “ in the Find What: field.
28. Leave the Replace With: field blank.
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29. Click on the Replace All button.

30. A dialog box should display a message stating the number of replacements that were
made.

31. Click the NO button to stop the replacements.

32. Click the Close button to return to the document.

33. Select/highlight the mail merge fields again.

34. Right click on the Update Fields option as shown below.

Note: If you have merge fields in your existing letter, these MUST be replaced with "active" merge
fields available from the current Insert merge Field menu. Otherwise, the data source will be
disabled and dysfunctional.

In addition, MAKE SURE that you have a space between two merge fields placed next to each
other (for example, state & postal code). If not, the merge fields will not be recognised by Connect
mail merge.

35. Once you have finished creating the form letter, click on File Menu and Save.
36. Ensure that you are saving this file as a Document Template (*.dot).
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37. Log into Connect.

38. On the Menu Bar, click on Manage then Manage Mail Merge.

39. Click on the Template Type drop down box.

40. Select the Project, Company or Contact directory depending on the choice of the form
letter you created.

41. Click the Browse button.

42. Find the location of the template you created in the steps above (Remember the .dot
extension).

43. Once you have found your template click on the document and click the Add Template
button.

44. Connect will respond with a note saying File uploaded successfully.

Status:  File uploaded successfully.
Filelame: C:\Program Files'Microsoft Office Templates 10433 Elegant Memo.dot
ContentType: application/msword
ContentLength: 58432

Your template has been saved and you can start using the mail merge facilities available in
Connect. The Mail Merge buttons are visible at all screens - Project, Company and Contact. The
mail merge function will be triggered once you click the button.

AUS Projects AUS Housing AUS Tender Notices NZ Projects Welcome John
PROJECT

Cordell - . CordellConnect. construction Project Sales Lead Management Toc

Home Project Company Contact Tasks Notes Mail Merge Manage Options Help

Project Detail
NORTHERN DENTAL CLINIC REDEVELOPM

== Make Inactive
1D # 732072 CONSTRUCTION $340,000.00 Back To Project List Previous Next
Address Kelham St Type DENTAL CLINIC - alf Commence Date 8/05/2006
Suburb SOUTH LAUNCESTON Dev. Type Addition Completion Date 20/06/2006
State TAS Status Firm Tender Date 8/02/2006
Council LAUMCESTON Stage Tender Time 14:00:00
Postcode 7249 Ownership First Reported F/10/2006

Updated 18/10/2007 Final Report - No Further Research
RACT LET WORK SCHEDULED TO COMMENCE 28
2006 (CONTRACT NO DHHS48773)
History Quick Report Mail Merge Print Print List Map Delete Tender Documents
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COMPANY

CONTACT

If you have any questions about mail merge, please do not hesitate to contact one of our
experienced Connect consultants on 1800 24 36 24.

Mail Merge - For Windows 97 users

1. Open a blank Microsoft Word document.
2. Toinsert the Connect merge fields into the document, click onto the Tools menu and select
Mail Merge.
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3. The Mail Merge Helper dialog box will appear on the screen. Follow the screen shots
below.

4. Click on Create.
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5. Click on Form Letters....

6. Click Active Window.

7. Click on Get Data then Open Data Source. The following screen will appear:
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/

8. Open to the directory where you saved the 3 text files mentioned at the beginning of this
section.
9. Select one of them (for example ProjectMailMergeFilds.txt)

Note: When you open the data source, you MUST change the type of files by selecting Text Files
* txt). If you forget to do this, the folder in which you saved the merge fields will appear empty.

10. Once you have selected your ProjectMailMergeFields.txt document (or different depending
on the type of template you want) click on Open.
11. Click on Edit Main Document to insert fields into your form letter.

12. This should display the Insert Merge Field button on the Mail Merge toolbar in Microsoft
Word (it was previously greyed out).

13. When you click on the Insert Merge Field button, the Connect mail merge fields will appear
in the Insert Merge Field drop down menu.
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These merge fields
vary according to the
text file you
selected.

14. Click on the relevant fields you want to add to your form letter. Keep adding merge fields
until you have completed the form letter.

15. You can also open your existing letter and copy the body of the selected text into this
document.

Note: If you have merge fields in your existing letter, these MUST be replaced with "active" merge
fields available from current Insert Merge Field menu. Otherwise, the data source will be disabled.

16. Once you have finished creating the form letter, click on File Menu and Save.

17. Ensure that you save this file as a Document Template (*.dot).

18. Log into Connect with Sales Manager permission.

19. On the Menu Bar, click on Manage then Manage Mail Merge.

20. Click on the Template Type drop down box.

21. Select Project, Company or Contact depending on the choice of the form letter you
created in the steps above.

22. Click the Browse button.
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Find the location of the template you created in the steps above (Remember the .dot
extension).

‘\\\\\\\\\\\

23. Once you have found your template click on the template name and then click the Add
Template button.

24. Connect will respond with a note saying File uploaded successfully.

Statuz:  File uploaded successfully.
Filelame: C:\Program Files'Microsoft Office Templates 1033 Elegant Memo.dot
ContentType: applicationmsword
ContentLength: 58432

25. Your template has been saved and you can start using the mail merge facilities available in
Connect. The Mail Merge buttons are visible on all screens - Project, Company and
Contact. The mail merge function will be triggered once you press the button.

AUS Projects AUS Housing AUS Tender Motices NZ Projects Welcome John
PROJECT

Cordell ._ = CordellConnect. construction Project Sales Lead Management Too

Home Project Company Contact Tasks Notes Mail Merge Manage Options Help

Project Detail
NORTHERN DENTAL CLINIC REDEVELOPM

1D # 732072 CONSTRUCTION $340,000.00 Back To Project List Previous  Next
Address Kelham St Type DENTAL CLINIC - alf Commence Date 8/05/2006
Suburb SOUTH LAUNCESTON Dev. Type Addition Completion Date 20/06/2008
State TAS Status Firm Tender Date 8/02/2008
Council LAUNCESTON Stage Coptfact Let Tender Time 14:00:00
Postcode 7249 Ownership STATE First Reported 7/10/2006
Updated 18/10/2007 Final Report - No Further Research
RACT LET WORK SCHEDULED TO COMMENCE 2
Y 2006 (CONTRACT NO DHHS4877S)
History Quick Report Mail Merge Print Print List Map Delete Tender Documents
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COMPANY

CONTACT

Mail Merge - For Vista users

1. Open a blank Microsoft Word template.
2. To insert the Connect mail merge fields into the document, click on the Mailings menu and
click Select Recipients and then click Use Existing List.

/

T~

<

3. This should generate the Select Data Source screen, which allows you to load merge
fields in to the word document.
4. Navigate to the directory where you saved the 3 text files mentioned at the beginning.
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5. Select one of them (for example ProjectMailMergeFields) and click Open.

/

6. This should activate the Insert Merge Field toolbar. Click on Insert Merge Field and a
menu will drop down with all the available merge fields for your letter.

7. You can now start creating your letter by selecting the desired mail merge fields. Keep
adding the fields until you are finished then format your letter as required.

'Egn HA9-8 = Documentl - Microsoft Word non-cormmercial use

a
—/ Home Ihsert Page Layout References Mailings Review Wiew PDF

= = £ F=a 0 - = 2P Rules ~ e [|[H 4|1 oM e
= ﬂ LB - 494 j j j j < % Match Fields 4&% 4 Find Recipient ‘*'_L ‘5\0

Ervelopes Labels | Start Mail  Select Edit Highlight Address Greeting |Insert Merge| Preview | Finish & Create
tderge = Recipients = Recipient List | hderge Fields Elock Line Field = Update Labels || pesyis | S Auto Check for Errors Merge = || Campaign

Create Stark Mail Merge Write 2T project title Praview Results Finish Marketing
paddr, !
Insert bail Merge Field 4—
pcty 121t Mail Merge ieid |

pstate

ppostaloode
rale
<<prDjEUt_tit\E»I Company_hame
addressl
address2

ity

state

postalcode

8. Select/highlight ALL inserted mail merge fields.
9. Right click on the highlighted area, then click on the Toggle Field Codes option.
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10. The mail merge fields should now appear as shown below

11.
12.
13.

If the mail merge fields appear within quotation marks go to Edit then Replace.
Type “ in the Find What: field.
Leave the Replace With: field blank.

14.
15.

16.
17.
18.
19.

Click on the Replace All button.

A dialog box should display a message stating the number of replacements that were
made.

Click the NO button to stop the replacements.

Click the Close button to return to the document.

Select/highlight the mail merge fields again.

Right click on the Update Fields option as shown below.
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Note: If you have merge fields in your existing letter, these MUST be replaced with "active” merge
fields available from the current Insert merge Field menu. Otherwise, the data source will be
disabled and dysfunctional.

In addition, MAKE SURE that you have a space between two merge fields placed next to each
other (for example, state & postal code). If not, the merge fields will not be recognised by Connect

mail merge.
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20. Once you have finished creating your letter, click on the Office Button, then click Save As.

qQ
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21. This should open the Save As screen.
22. Choose Save As Type then select Word 97 — 2003 Template.

23. Give the file a name in the File Name section, then select where you wish to save the file
i.e. Desktop or my computer and click Save.
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-

24. The letter is now ready for uploading into Connect.
Mail Merge in bulk

Mail Merge in bulk is also available from Project, Company or Contact screens (used for
generating promotional materials, flyers, brochures etc). For Project bulk mail merge, because you
cannot post a letter to a project, you will need to select a common role for each project that the
letter will be addressed to.

To mail merge in bulk from the Project List view:
1. Navigate to any Project List view, it could be the My Active Projects list or the My
Projects list or it could be the results of a search.
2. Place atick next to all the Projects you want to include in the mail merge. If you want to
include every project, place a tick in the very top box.

AUS Projects AUS Housing AUS Tender Notices NZ Projects Welcome John Smith Tools §  Logout

Cordell (&

CordellConnect. construction Project Sales Lead Management Tool
Home Project Company Contact Tasks Notes Mail Merge Manage Options Help

My Active Projects
Make Active Make Inactive A Assign {D Set Tracking = Mail Merge #= Print + O View + ® Delete

Projects 1-14 of 14

M Projects Council Suburb State Stage Est. Tender Update
Value Date Date
= McCray Landscape Office Park HUME Greenvale viC Construction $3,000,000 07 Feb 25 Jul
2003 2004
office complex
= abc shop WILLOUGHBY chatswood NSW Mot 23 Mar
Awailable 2007
= NORTHERN DENTAL CLINIC REDEVELOPMENT LAUNCESTON S0UTH TAS  Contract Let §340,000 02 Feb 18 Oct
. LAUNCESTON 2006 2007
dental clinic - alins and addns
= WATERLOO ST TOWNHOUSES QUEANBEYAN QUEANBEYAN NSW More Than Half Way Through But Not $1,200,000 18 Ocit
et Completed 2007
townhouses (12)
= ABC LEARNING CENTRE PARRAMATTA PARRAMATTA NSW Completed $500,000 01 Nov
2007

child care centre - addns & alins

= GREAT EASTERN HIGHWAY/GATACRE DRIVE (ABC) ~ KALGOORLIE- KALGCORLIE WA DevelopmentTown Planning Application 400,000 02 Nov
CHILD CARE CENTRE BOULDER Refused 2007
child care centre

= VIRIDIAN DRIVE ABC CHILD CARE CENTRE WANNERQO BANKSIA GROVE WA Development Approval §550,000 24 Nov
2007

child care centre
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3. Click the Mail Merge button. Another window labelled as Select Role: will appear (you can
select multiple roles by holding down the ‘Ctrl’ button on the keyboard).

Select Role:

Acoustic Engineer ~
Agent

Applicant

Architect

Bldg Cerifier/Bldg Surveyor
Builder

Building Services Manager
Cinema Operator

Civil Engineer

Concept Architect
Construction Authority
Construction Manager
Construction Manager
Consultant

Consulting Architect
Consulting Engineer
Contact

Contractor

Co-ordinatar

Cost Consultant

Fmmmm i b e

4. After you made your selection, click on Submit button.
5. The Project Mail Merge screen will be displayed. In that screen a list of the Companies
matching the selected role for the relevant projects will be shown.

Home

Cordell ' - Project Mail Merge
Project  Company  Contact  Tasks  Notes Options Logout
Select Template: | EOI Fax- Bench Tops.dot v
Back
v Company Project User Date
[V BOLLIG DESIGN GROUP LTD - Architect REGIONAL (HAMMOND ROAD) SPORT & RECREATION FACILITES (SUCCESS)
[¥ CAMPION DESIGN GROUP FTY LTD - Architect HAY STREET MIXED USE (RESIDENTIAL) DEVELOPMENT
[¥ HASSELL LTD (FORMERLY SPOWERS) - Architect PERTH ARPORT- CONSOLIDATED TERMINALS George Willams 30/11/2007 2:36:48 PN
[V IGNTE ARCHITECTS PTY LTD - Architect O'CONNELL STREET APARTMENTS & SHOPS
[V JACK TAYLOR ARCHITECTS - Architect WEST RYDE PRECINCT
[¥ JCY ARCHTECTS & URBAN DESIGNERS (FORMERLY JONES COULTER YOUNG PTY LTD} - Architect NEW METRORAIL PROJECT (NSTS) - GREENWOOD RAILWAY STATION Alex Velechovska
[V JOSHUA FARKASH & ASSOCIATES PTY LTD - Architect EPSOM RD MIXED DEVELOPMENT - LINK STAGE 1 - DOLINA SITE Alex Velechovska
W SAUNDERS RETAL UNDERS CREATIVE PTY LTD - Architect O'CONNELL STREET APARTMENTS & SHOPS
[¥ SUTERS ARCHITECTS - Architect KCYNETON SPORTS AND AQUATIC CENTRE Alex Velechovska
¥ SUTERS ARCHITECTS - Architect CHERRY ST UNTS - CHERRILOTTE Alex Velechovska
[V SUTERS ARCHITECTS - Architect KYNETON SPORTS AND AQUATIC CENTRE George Wiliams
[¥ TZANNES ASSOCIATES - Architect EPSOM RD MIXED DEVELOPMENT - LINK STAGE 1 - DOLINA SITE Alex Velechovska
[¥ TZANNES ASSOCIATES - Architect EPSOM RD MIXED DEVELOPMENT - LINK STAGE 1 - DOLINA SITE Alex Velechovska El 9 4:34:32 PN
[¥ VINCENT CHRISP ADAMS ARCHITECTS - Architect FORIER MORLEY FORD SITE Alex Velechovska 19/02/2008 £:34:32 P
| Mail Merge

6. At the top of the Project Mail Merge screen, select the template you wish to use (to Add a
template, refer to Section 8, Management Console).

7. Check the box next to the companies you wish to mail merge to, if you want to include all of
the companies, place a tick in the top box.

8. The Mail Merge button will now be visible. Click on the button.

9. File Download screen will appear

10. If you choose to save the file first click on the button
11. Alternatively, click on button to view the mail merged letter.
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X

File Download

Do you want to open or save this file?

@ j MName: 634122418540010000alexandrav.doc
Type: Microsoft Word Document, 168KB

From: wwwfinal.cordellconnect.com.au

Open ] l Save I [ Cancel

[v] Always ask before opening this type offile

While files from the Internet can be useful, some files can potentially harm
|\a| your computer. If you do nottrust the source, do not open or save this file.
k-

12. Using the full functionality of MS Word document, the mail merged file is not locked for
editing. Therefore, you can still adjust/modify any of the information displayed.

13. As soon as mail merge is completed — an automatic trace is placed, including the Connect
user name and the Date & Time of the mail merge. This control protects Connect users
from template duplication & improves records traceability.

The same process is used for performing a bulk mail merge from the Company or Contact List
view. However, you will not be prompted to select a role, as in step 3 above.

If you have any questions, please do not hesitate to contact one of our experienced Connect
consultants on 1800 24 36 24.
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Mail Merge to Outlook

Another of many features of Cordell Connect is the ability to mail merge email addresses on
records to Microsoft Outlook. The process is very similar to creating a letter mail merge.

To mail merge email addresses to Outlook from the Company list view:

1. Navigate to any Company List view, it could be the My Active Companies list or the My
Companies list or it could be the results of a search.

2. Place atick next to all the companies you want to include in the mail merge to Outlook. If
you want to include every company in the list, place a tick in the very top box.

AUS Projects AUS Housing AUS Tender Notices NZ Projects Welcome John Smith Tools a Logout

Cordell CordellConnect.

Home Project Company Contact Tasks Notes Mail Merge Manage Options Help

My Active Companies

4 Make Active == Make Inactive Assign To Set Tracking Mail Merge Print Add to Outlook Delete

Company 1-25 of 2¢

rs

= ABC 1 Smithy Street Smithville VIC 3333 03 9316 =1 smithy@abc.com.au
5800

= ABC 8 Gordon Street GLEN EIRA ELSTERNWICK VIC 3185 25292524

= ABC 1234 smith street collingwood TAS 3130

= ABC ddddfdst ALPINE fdfsdfsdfsdf VIC

= ABC ADVANCED ENGINEERING 30 Wentworth Road STRATHFIELD HOMEBUSH NSW 2140 02 9746 029706
8528 8528

= ABC ARCH 2 Smith St Dandenong VIC 3175 G666 4444

= ABC BROADCASTING CORPORATION ABC Southbank MELBEOURNE SOUTHBANK VIC 3006 03 9626

Centre, 120 1500

Southbank Bvd

3. Click the Mail Merge to Outlook button. The Company Mail Merge to Outlook screen will
be displayed. In the list you will see only companies that have email addresses (so the list
might not contain as many records as your original list).

4. At the top of the Company Mail Merge to Outlook screen, select the template you wish to
use (to Add a template, refer to Section 8, Management Console).

5. Check the box next to the companies you wish to mail merge to, if you want to include all of

the companies, place a tick in the top box.

The Mail Merge button will now be visible. Click the Mail Merge button.

A new window will open showing your email message plus the list of companies and their

email addresses.

8. To send the emails immediately, click Email ALL. To send a draft to Outlook, where you
can send the emails later, click Send to Outlook Draft. To cancel the task, click
Cancel/Close.

9. As soon as mail merge is completed — an automatic trace is placed, including the Connect
user name and the Date & Time of the mail merge. This control protects Connect users
from template duplication.

No

Follow the same process to mail merge email addresses to Outlook from the Contact list view.
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