Mail Merge

PROMAS

Property Management Solutions for Over 30 Years

Overview

It is possible to create a merge file in Microsoft Word and export information from the Member,
Vendor and Notice Letters function in PROMAS to fill in that merge document. When you set this up
for the first time, you must create a letter in PROMAS with the fields you want to export, create the
letter in Word, Execute the mail merge in PROMAS, create the Data Source in Word, enter the merge
fields in the Word document and save. You are then ready to merge the data.

After the first time, the process is easier because you don’t have to create all the files, only the export
document in PROMAS. Step by step instructions follow. These instructions are based on Microsoft
Word 2003. If you are using another version of Word the procedure may differ slightly.

FIRST TIME
1. Enter categories in <<Setup, Categories>>.

MName |License# | Sort Position I:I

Section | | Category is a Label [X]

Category is a Mote [

Categary Type |Comment v|
Erofile Specific
Alernt Type |N0ne v| #
Beminder Type |N0ne v|

Comment:
( | |

2. Inthe appropriate profile, select the pertinent categories. Enter specifics for the unit in the
Qualifier or Comment field.

All ] General Comment | Emergency Inspedion] Listing ] Maintenance]Welcome]

Categary |License#

Qualifier |F|_E| 366 W, | D |GOLDEN | |Harrison 5. Golden | [ Resident Status

Camii Upload Documents |
All lGeneraI] Comment] Emergency Inspedion] Listing ] Maintenance Welcome] Edit
Comment

License # FLB 366 YA
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3. In <<Mailings, Edit Letters>>,
create a letter with the text
substitutions you want to use.
The letter does not need to
have formatting. Itis simply
identifying the fields for export.

Mail Merge Letter [Letter] *
D |MAILMERGE | |Mai| Merge Letter |
— — rSubstitution
Betum Address |ASSDCIatIDn Mailing j tember.Unpaid Detail ~

Letter Title |

[ Da Mot Print Return or Mailing Address

KMember Unpaid Summary
Motice Balance Due

MNatice. Balance Late

UnitAddress

Unit Legal Description

Yendor.Liahility Ins Expires
YendorWoaorkman's Comp Expires w

rLetter Bod

{Categories Comment}
{Categories Emergency}

Categories Welcome

{Cotegory Board hesting [Notel}
{Cateqgory.Emergency Contact}

=ik

‘l"‘l )l H save | J1 Close

4. In Word, create the letter you want to use, without text substitutions or merge fields. This file
should have the formatting you want in your finished product.

¥ mail merge late letter. doc - Microsoft Word

I Fle Edit Wiew Insert Format JTools Table Window Help  Adobe PDF  Acrobat Comments

P WG9 ] B8 5% -ji& Mormal + Gilies = GiliestaotDEol s - [B[Z]u [El===1=
=
3

EE&

Type & question for help

i m o |5 B E] dnsert word Field - |

I

3 Dear.

matter.

Sincerely,

TR NN |

a This is & courtesy verinder that we have not received your payment for the flloving aranunt
N that i past due to Valley HOA

Syraount Past Due:

FPlease mail your check, made pavable to Idaple Manageraent, to:

DMaple Management

311D Maple Averue West

Wierna, V& 22120

= If wou have already paid this assessent, please call us to verifiy tht we have recerved the
peyment and to muake any necessary conentions. Thank you for yom prompt attention in this

Also, s a remindsy, Valley HOA Monthly Assessment is payablz on the lst of every month

& Tlanle Wlaname ment nn hehalf nf Yallew HO &

Page 1 Sec 1 11 AL 05" Ln 1

Cal 1

REC| TRE| [E2T | lovR | | G
—
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5. In PROMAS, go to <<Malilings, (Owner, Tenant, Vendor) Letters>>, select letter you just
created in PROMAS in step 3. Enter any selection criteria.

Letter |MAIL MERGE: Mail Merge Letter %|D| X Active
Letter Date (Xl No Posting
Mailing Group |AII temhbers v L] Inactive
Bestrictto | $|g,| |Member -
Limit to bermber Status | %|D|
Limitto kdember Type | %|D|
Limit To Category | %|D|
Mowe In | I"_s]| to | I"_s]|
Mowe QOut | I"_s]| to | I"_s]|
Limitto Balance | V| | V| | $U-DD|

? &

Compile| X Cancel

6. Click Compile. You are now on a Send Letters screen.

Wyord Document |

hail barge Action |EditDocument

w| Execute Mail Merge Select Document |

Date

Addressee Letter

|a;20;2ma

BRUMNO: Joseph P. Bruno

O Skip

Letter

g/20/2018

MAIL MERGE: Mail Merge Letter

| | »|m

CHEEE: Carl Cheek

O Skip

Letter

g/20/2018

MAIL MERGE: Mail Merge Letter

CLAYTOM: Fred Clayton

O Skip

Letter

g/20/2018

MAIL MERGE: Mail Merge Letter

FISCELLA: Dawid and Judy Fiscella

O Skip

Letter

g/20/2018

MAIL MERGE: Mail Merge Letter

GOLDEM: Harrison 5. Golden

O Skip

Letter

MAIL MERGE: Mail Merge Letter

j\AII Letters /, Selected Letters 4 Skipped Letters |

? =] Compile| 5Report| b4 Cance||
7. Click <Select Document>. An Open Word Document screen will display.
8. Choose the letter you created in Word in step 4.
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@
Look in: | |Z] Documents ﬂ & £t Ev
‘- Name - Date modified Type ()
Gt FeedbackHub 8/29/2017 10:46 AM File folder
s HomePride 3/29/2017 220 PM  File folder
Val Inspections 8/17/2016 11:46 AM  File folder
Desktop @My Data Sources 6/23/2018 10:35 AM File folder
. My HelpAndManual Projects 6/1/2016 2:12 PM File folder
m ) My Music 5/14/2018 9:29 PM  File folder
Libraries # My Pictures 5/14/2018 9:29 PM  File folder
Q #H My Videos 5/14/2018 9:29 PM File folder
T'h'i'; c OneNote Notebooks 9/6/2017 4:46 PM File folder
) Promas 6/1/2018 12:23 PM File folder
@ Solveig Multimedia 6/8/2016 2:51 PM File folder
Network “1Mail Merge Letter.doc 8/21/2018 1:06 PM  Microsoft W
v
< >
File name: |Mai| Merge Letter.doc LI Open
Files oftype: IWord Document (*.doc) LI Cancel

9. Click <Execute Mail Merge>. Word will come up with letter you selected in step 8.
10. InWord, click on Tools, Letters & Mailings, Mail Merge.

11. Clickon
e Next: Starting Document,
e Use Current Document,
e then Next: Select

[
Home Insert Page Layout References Mailings Review View & 0
Recipients. - 8 adre »
=1 Envelopes ¥ |
s =1 (g8 } .
2 Labels Start Mail  Select ghig T, A 2 3 . I
Merge ~ Recipients * Recipient List erge Fields @a Insert Merge Fie k] esult ¥ Auto Check for Errors erge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
--)Q-wuvul‘--wvvsz‘-43‘vv|-w4vw‘--5-‘»|v“5‘-‘&‘-@—‘MailMerge v x
= T ; 7 7 - . - 7 ; 5 T v B
™ “ | select document type
What type of document are you
= working on?
@ Letters

L E-mail messages
'E PROMAS o 2

: Maple Management O Envelopes

= 311 Maple Avenue West O Labels

: Vienna, VA 22180 O Directory

¢ =| Letters

% RE:

oy Send letters to a group of people.

% You can personalize the letter that

B each person receives.

G Dear.;

Click Next to continue.

This is a courtesy reminder that we have received your payment for the
following amount that is past due to Valley HOA.

Please mail your check, made payable to Maple Management, to:
Maple Management
311 Maple Avenue West
Vienna, VA 22180

If you have already paid this assessment please call us to verify that we
have received the payment. Thank you for your attention to this matter.

n Property Manager

Step 1 of 6

® Next: Starting document

« 0 w4
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12.

Under Use an Existing List click Browse. You will be on the Select Data Source screen.

Find the folder containing your letter. Change Files of Type to "All Files" and select the
* AML file created in Step 9 and click <Open>.

13.

14.
<OK>.

m Desktop

» 3D Objects

|< Documents

(]
« v 4 [ > ThisPC > Documents v || | Search Documents
Organize v New folder B= v
Shane McCall - £ Name Date modefwed Type
= This PC ~S$il Merge Letter.doc 8/21/2018 1:09 PM Microsoft Word 97...

ﬂ Mail Merge Letter AML AML File
=T Mail Merge Letter. ASC

=] Mail Merge Letter.doc

8/21/2018 1:09 PM
8/21/2018 1:09 PM
8/21/2018 1:06 PM
8/15/2018 2:10 AM

7/25/2018 5:01 PM

Flash AS communi...
Microsoft Word 97...
desktop.ini Configuration setti

[] 2018-07-25 15.56 All About Accounts Pay...

% Downloads

GoToMeeting Acti

B Music ] Lmenuctxt 7/9/2018 1118 AM  Text Document

& Pictures E] IRSTAX-fixed.toxt 2/28/2018 508 PM  Text Document

& Videos L testpdf 1/30/2018 11:48 A Adobe Acrobat D...
- Elements “h] Email_List-Rental122017.csv / Microsoft Excel Co...
% Local Disk 4] Email_List-Rental122017.xlsx rosoft Excel W...

s - emmnan e
- . Flements i
New Source...

1K
2K
2K
22K
1K
122,474 K
2K
544 K
7K
61K
50K
v

>

File name: | Mail Merge Letter AML v | [aFiles ¢

<

Tools ¥ Open

Cancel

Data fields must be separated from each other by a character called a field delimiter.
Similarly, data records must be separated by a record delimiter. Use the lists below to
select the appropriate delimiter.

Field delimiter: Record delimiter:

(Tab) v 1 7
Preview: \
Golden" -+ "Steve" - "Maple ‘'Homeowners - A~
Association" - "Mr. -Golden"™ - "Steve"

-+ "Harrison-S. -Golden" - "GOLDEN"

-+ "wine@promas.com" - "Thursday, - Y

Cancel

\

The Header Record Delimiters screen comes up. As record delimiter choose |.

A Mail Merge Recipients list displays with the recipients based on your parameters. Click

OK.

This is the list of recipients that will be used in your merge. Use the options below to add to or change
your list. Use the checkboxes to add or remove recipients from the merge. When your list is ready, click

Data Source
C\Users\Lyn2...

<

[~ | Recipient_Email

| Recipient_FAX

Sl vine@promas.com

Data Source

Refine recipient list

C:\Users\Lyn2016\Documents\M

41 sort...
¥ Filter...
%2 Find duplicates...

£1 Find recipient...

[ validate addresses...
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15.
them under More ltems.

Click Next: Write your letter. Your merge fields will be available to insert where you want

. - - Mail Merge v X
Home Insert Page Layout References Mailings Review View o @
N - - = 1 b i
&3 Envelopes o B ’8=’3/ ﬂ (3 Address Block ] 5@%} (LR [ 2, Write your letter
] 2 Greeting Line % £ Find Recipient e If you have not already done so,
2 Labels Start Mail ~ Select Edit Highlight - " Preview Finish & it Jett
Merge ~ Recipients ~ Recipient List | Merge Fields G4 Insert Merge Field ~ 2] Results 3 Auto Check for Errors | Merge ~ Wijte yourietier now.
Create Start Mail Merge Write & Insert Fields Preview Results Finish To add recipient information to
R S R R -4-“1.--5‘--|-‘.@MailMerge v x your letter, click a location in the
=) ' ' ' ' ' ' ' ' ' ' 7 document, and then click one of the
L

PROMAS

: Maple Management

= 311 Maple Avenue West
Vienna, VA 22180
«Letter_Date»

% RE: «Unit_Address»

Dear «Letter_Formal_Salutation> ;.

«Member_Unpaid_Detail>»

o Maple Management
311 Maple Avenue West
Vienna, VA 22180

Property Manager

- This is a courtesy reminder that we have received your payment for th
& following amount that is past due to Valley HOA.

Please mail your check, made payable to Maple Management, to:

: If you have already paid this assessment please call us to verify thatw
n have received the payment. Thank you for your attention to this matte

Write your letter

If you have not already done so,
write your letter now.

To add recipient information to
your letter, click a location in the
document, and then click one of the
items below.

2 Address block...

2 Greeting line...

= Electronic postage...
28 More items...

When you have finished writing
your letter, click Next. Then you
can preview and personalize each

items below.
E]

E|

4

=1

B8 More items...

Address block...
Greeting line...

Electronic postage...

When you have finished writing
your letter, click Next. Then you
can preview and personalize each
recipient's letter.

recipient's letter.

16.  Save your document.
You are then ready to

merge.

17.  Click Next: Preview your
letters to perform the

merge.

Home Insert Page Layout References Mailings Review View o @
) — —T ]
=, =1 E . | 1 7
3 Envelopes I 3 3 8‘3/ . A Address Block £ @3 K 4 [ | G—'i}
. y e [ Greeting Line % ~ || €3Find Recipient iy
2 Labels Start Mail  Select Edit Highlight Preview| Finish &
Merge ~ Recipients * Recipient List | Merge Fields i Insert Merge Field - (4 | |Reults| 9 Auto Check for Errors | Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
t---|---/(--v1--v1--vlv-vzv-vlv-‘gv-‘|v-‘4»-‘|»v-5»v-|‘v-@MailMerge v X
Rai “~ | preview your letters
= One of the merged letters is
S previewed here. To preview
S another letter, click one of the
following:
=] PROMAS Recipient: 1 |
i Maple Management
5 311 Maple Avenue West £ Find a recipient...
< Vienna, VA 22180 Make changes
i You can also change your recipient
: Monday, August 20, 2018 a2 gey P
5 RE: 2201 Maple Avenue, Vienna, VA 22180 & Edit recipient ist...
2 Exclude this recipient
N Dear Mr. Golden; When you have finished previewing
5 ™ your letters, click Next. Then you
2z can print the merged letters or edit
g sz . . individual letters to add personal
This is a courtesy reminder that we have received your payment for th SRR g
= following amount that is past due to Valley HOA.
3 6/1/2018 Special Assessment $222.00
ol 7/1/2018 Dues $82.00
- TOTAL OUTSTANDING $ 304.00
-
; Please mail your check, made payable to Maple Management, to:
3 Maple Management
: 311 Maple Avenue West
1n Vienna, VA 22180
: If you have already paid this assessment please call us to verify thatw
7z have received the payment. Thank you for your attention to this matte .| Steps5of6
o o % Next: Complete the merge
2 Property Manager b7 @ Previous: Write your letter
1
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EACH TIME

1. In <<Mailings, (Owner, Tenant, Vendor) Letters>>, select letter you want. Enter any

selection criteria. Compile letters.

In the Mail Merge Action field choose Send to New Document.

Click <Execute Mail Merge>. An Open Word Document screen will display.

Choose the letter you created in step 4 and saved in step 1 6. Click <Open>.

Your letter will display without the merged information. If there is a warning message

click <OK>.

6. Close the document by clicking <Close>. Click File and choose the document you just
closed. A screen will display with a message. Click <Yes>.

7. Your letter will display without the merged information. If your mail merge toolbar is
displayed you can click View Merged Data to merge the letter. Otherwise click on
Mailings, Start Mail Merge.

a o
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