Mail Merge

PROMAS

Property Management Solutions for Over 30 Years

Overview

It is possible to create a merge file in Microsoft Word or Open Office and export information from the
Owner, Tenant and Vendor Letters function in PROMAS to fill in that merge document. When you set
this up for the first time, you must:

A. Create a letter in PROMAS with the fields you want to export,
B. Create the letter in Word or Open Office,

C. Execute the mail merge in PROMAS,

D. Create the Data Source in Word or Open Office,

E. Enter the merge fields in the 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. There are instructions based on Microsoft
Word 2010 or 365 and instruction for Open Office (beginning on page 8). If you are using another
version of Word the procedure may differ slightly.

If you do not have an understanding of Microsoft Mail Merge, in Word, type "Mail Merge" into the
Microsoft Assistant or Microsoft Office Word Help. Read the Help to get a basic understanding of how
it works. This is also true for Open Office - their Help contains instructions on the mail merge process.
They both have very detailed instructions for using mail merge.

In the example below, we will walk through creating a master merge letter in PROMAS that can be
used for all your mail merge letters in Microsoft Word. If you want the merge to insert owner,
property, unit and/or tenant information in the same document, you must use the Mailings, Tenant
Letters function in PROMAS.

Cloud Users: The letter you create for the mail merge can be created in Open Office or in Microsoft
Word but you must use save the letter as a *.ODT file, not a *.DOC file. Note in Step B that you must
copy the *.ODT document that you create to the cloud so you can choose it in Step C. And after Step
D you must copy the *.AML and the *.CSV files from the cloud to your local machine to execute the
Mail Merge in Word or Open Office. See our Help document #902 Copy Files from the Cloud for help
in copying files to and from the cloud.
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FIRST TIME
A. Create Master Merge Letter
1. In <<Mailings, Edit Letters>>,

create a master letter with all
the text substitutions
available. The letter does not
need to have formatting. Itis
simply identifying the fields
for export.

Double click each text

substitution until they are all
selected.

B. Create letter in Word

Master merge letter [Letter] ] [

D |1 MASTER | lMastermerge letter \

rSubstitutions

Return Address |Management Group j Categories.Comment A

Categories Emergency
Categories.General
Categories.Inspection

Categories Listing

Categories Maintenance

Categories Welcome

Category Automobile v
Cat, | 4 H 4,

Letter Title |]

[0 Do Not Print Return or Mailing Address

x| Provoes | on | sove|-cuee |

2. 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. Note where it is being saved so

you can find it in Step 6. It
must be saved as a *.doc file,
not a *.docx.

Cloud users: The letter must
be saved as an *ODT. file. It
will be created on your local
machine with Open Office or
Word. Then copy that *.odt
file to the cloud so it will be
availablra in Step 3.

v

File Home Insert Design Layout References Mailings Review View Help »B I

<x Verdana vi12 v = A /O

Paste = BIU-va®xXx A Paragraph | Styles | Editing | Dictate

oS 2 A~ Aar AA v v v v
Clipboard S Font N Voice Sensitivity A~
L . T 1 | D6 oo 1 €0 we B W KEDE e A A T . 000
PROMAS
z Maple Management
- 311 Maple Avenue West
- Vienna, VA 22180
. RE:
& Dear -
- This is a courtesy reminder that we have not received your payment for the
- following amount that is past due.
. 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 amount please call us to verify that we have

5 received the payment. Thank you for your attention to this matter.
. Property Manager
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@Save As
T « Users > Public > promas * mailmerge

Organize ~ New folder
company * Name
email ] mail merge letter.odt

Help Do«

Hero

Inspector

Internet f

log files

mail chin

mailmer¢ v <

File name: | Mail Merge Letter 2019.0dt

Save as type: OpenDocument Text (*.odt)

C. Execute Mail Merge in Promas

3. In PROMAS, <<Mailings, (Owner, Tenant, Vendor) Letters>>, select the Master letter you just
created in PROMAS in Step 1. Enter any selection criteria in the Restrict to or Limit to
Category fields.

Tenant Letters |

Letter Il MASTER: Master merge letter :IH [ Current Tenants
Letter Date m O Euture Tenants
[ Past Tenants
Restrict to l ﬂg l —vJ
Limit To Category I jﬂ
Ik.eas»e Expires I EIJ to l o X Closed
Move In I QI to l o Xl month to Month
Move Out [ E]J to l o) &I Open

Limit to Balance l :J l :I l $D.UU|

4. Compile letters. You are now on a Send Letters screen. You can further limit the list by
marking or unmarking the Skip checkbox.

Click <Select Document>.
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Word Document | I

Mail Merge Action lEditDocumem :| Execute Mail Merge | Select Document |

Date Addressee Letter A

Profile Search
|11/25/2019 ] [ROSEMAN:Rita Roseman ] Il MASTER: Master merge letter ] [ skip

[ » m

Dashboard
Internet Publishing

Profiles

d
&

Maintenance

Repol

vV
[ | g | g coc |

| All Letters [ Selected Letters /Skipped Letters |
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5. An Open Word

[P] select Document X
Document screen
will d|sp|ay — v 1 « promas > mailmerge v | Q| | Search mailmerge P
Organize ~ New folder = o @
6. Choose the letter A
you created in Word captt™  Name Date modified Type
in step 2 by ooty Mail merge letter 2018.doc 6/4/2019 3:28 PM Microsoff
highlighting and comg Mail Merge Letter 2019.doc 11/25/2019 10:45 AM Microsof]
Clicking <Open>_ emai mail merge letter2.doc 12/8/2010 12:51 PM Microsof
Help New Mail Merge Letter.doc 11/25/2019 10:50 AM Microsof]
Hero
Inspev < >
File name: INew Mail Merge Letter.doc v l ]Word Document (*.doc) ™ ‘
I Open | ‘ Cancel ‘

Cloud users note that this file will be on your cloud drive.

© « 1|} « PRPROMAS Shared (5) » RPROMAS » MailMerge files v G| | search MailMerge files

Organize ¥  New folder = v @
& ConLYN2016-PC ~ Name Date modified Type Size
< D on LYN2016-PC
 Desktop
J¢ Downloads
& EonLYN2016-PC
B Music
& Pictures
I Private Drive
B Videos
¥ Private Drive (P:) ||
¥ PRPROMAS Share
< Support Shared (\~ || < | 1] [ >

D mail merge letter.odt 3/9/2016 3:40 PM OpenDocument T... 5KB

File name: | v ‘ |Open Office Document (*.o¢ v ‘

| Open || Cancel |
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7. Click <Execute Mail Merge>. Word will come up with letter you selected in step 6.

L

. O X

Word Document IQ‘\Users\Publid\promas\mailmarge\New Mail Merge Letter.doc

]

Mail Merge Action ‘Edn Document

11 Execute Mail Merge I Select Document |

Date Addressee

Profile Search

Letter

|1 1/25/2019

| IROSEMAN: Rita Roseman

| |1 MASTER: Master merge letter

| O skip

Dashboard

Internet Publishing

3

Profiles

Maintenance

Reports

| (L

viv
ot | e | st | ot |

DAl Letters/, Selected Letters , Skipped Letters/

D. Create Data Source in Word

8. In Word, click on Mailings, Start Mail Merge, Step by Step (2010 / 365).

Cloud users note that you will have to copy the *.AML and the *.CSV files from the cloud drive
to the local machine in the folder containing your Word document.

File Home Insert Design Layout References Mailings Review View Help B W
= [ start Mail Merge v & [ prs N
Create [2] Letters ) Preview
* Results v
8 E-mail Messages
2 & Insert Fields Finish A
5 1_.EEnyelopes... IR BOREORE OB B JORECI SO Y.
- [% Labels...
; E Directory
[ﬂ Normal Word Document
52 Step-by-Step Mail Merge Wizard... N

9. Under Step 1 of 6, click on Next: Starting Document, Use Current Document. Under Step 2

of 6 click Next: Select Recipients.
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Mail ... ¥ X

Select document type

What type of document
are you working on?

® ) Letters
E-mail messages
Envelopes
Labels
Directory

Letters

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

Click Next to continue,

Step 1of 6

=> Next: Starting documer

Mail ... ~ X

Select starting
document

How do you want to set
up your letters?

@) Use the current docume
Start from a template

Start from existing docu

Use the current
document
Start from the
document shown here
and use the Mail
Merge wizard to add
recipient information.

Step 2 of 6

=>» Next: Select recipients

A

&= Ppravinuc: Salact dncum
Next wizard step

10. Under Use an Existing List click Browse.

Mail ... ¥ X

Select recipients
®) Use an existing list
Select from Outlook con
Type a new list

Use an existing list

Use names and
addresses from a file
or a database.

— ] Brolmge...
[/ Edit recipient list
Step 3 of 6

=> Next: Write your letter

€ Previous: Starting docu
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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>. If you
instead choose the *.ASC file you can skip step 11.

“— v

Organize v

Il Select Data Source

X
T « Local Disk > Users > Public > promas > mailmerge v O  Search mailmerge P

New folder = v [N
captt o Name Date modified Type Size 8|
cc fol - C /90) 01 AM Microcnft Ward Q7

~$w Mail Merge Letter.doc 11/25/2019 11:01 AM Microsoft Word 97... 1t
oL | New Mail Merge Letter. AML 11/25/2019 11:01 AM AML File <— 2-4
emai T New Mail Merge Letter. ASC 11/25/2019 11:.01 AM Flash AS Communi... 3
Help @ New Mail Merge Letter.doc 11/25/2019 10:50 AM Microsoft Word 97... 27
Hero @ Mail Merge Letter 2019.doc 11/25/2019 10:45 AM Microsoft Word 97.. 27
Inspe || Mail merge letter 2018.AML 6/4/2019 3:29 PM AML File 10t
e = Mail merge letter 2018.ASC 6/4/2019 3:29 PM Flash AS Communi... 10 ¢
list K‘E Mail merge letter 2018.doc 6/4/2019 3:28 PM Microsoft Word 97... 24 }
ists ;
@ mail merge letter.odt 3/9/2016 3:40 PM OpenDocument Te... 5t
log fi .

9 | mail merge letter AML 5/4/2015 9:19 AM AML File 3
ik ¥ mail merge letter.ASC 5/4/2015 9:19 AM Flash AS Communi... 3
mailr - Gl e e A . ans 0

v >
New Source...
File name: |[New Mail Merge Letter AML v \ All Files (*.¥) —

Cloud users note that you will choose the *.AML file or the *.CSV file and skip step 11.
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11.

Header Record Delimi

Data fields must be separated from each other
Similarly, data records must be separated by a r
select the appropriate delimiter.

Field delimiter:

The Header Record Delimiters Header Record Delimi
SCI’een- comes Up. Use the _drop dOWﬂ I Data fields must be separated from each other by a character called a field delimiter.
arrow in Record Delimiter field to Similarly, data records must be separated by a record delimiter. Use the lists below to

select the appropriate delimiter.

choose |.
Field delimiter: Record delimiter:
|[’_Tab} El (enter)
Preview: - E’

"Recipient Email" - "

-+ "RecipientName"-+"
+ "RecipientAddress|
-+ "RecipientAddress

7 —

[ ok ][ Cancel l

a character called a field delimiter.
ord delimiter. Use the lists below to

Record delimiter:

(Tab) x| I - |

Preview:

"Recipient Email" - "Recipient FAX" -
-+ "RecipientName"— "RecipientAddress 1" @
+ "ReclplentAddress 2"
-+ "RecipientAddress 3"

12.

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

| Mail Merge Recipients

Data Source I_ Recipient Email | Recipient FAX ~ | Recip
C\Users\Publi... RitaR@promas.com 327 Cedar Lane

L] 111

Data Source Refine recipient list

C:\Users\Public\promas\mailmel » 4| Sort..

{3 Filter...

1 Find duplicates...

74 Find recipient...

[} validate addresses...

| | Refresh |
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E. Merge Fields

13.  Under Step 3 of 6 click Next: Write your letter. Your merge fields willbe 511 ~  x
available to insert where you want them. Use the Insert Mail Merge

Field to enter your merge fields. Select recipients

®) Use an existing list
Select from Outlook con
Type a new list

Use an existing list

Use names and
addresses from a file
or a database.

D Browse...
N

Step3 of 6
=> Next: Write your letter

€ Previous: Starting docu

File Home Insert Design Layout References Mailings Review View Help 12 Share =
= [ start Mail Merge v N [® Address Block - <] <1 D Dl [_[—j
o [ Select Recipients v [® Greeting Line R fal F;?sh -~
v § Edit Recipient List @ Insert Merge Field v |’ [> check for Errors Merge ¥
Start Mail Merge Write & Insert Fields Preview Results Finish A
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PROMAS

Maple Management

311 Maple Avenue West
Vienna, VA 22180

RE: «Unit_Street_Address»
Dear «Tenant_Formal_Salutation»:
This is a courtesy reminder that we have not received your payment for the
following amount that is past due.
«Tenant_Unpaid_Charges»
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 amount please call us to verify that we have

received the payment. Thank you for your attention to this matter.

Property Manager

File Home Insert Design Layout References Mailings

= [ Start Mail Merge Address Block 5~
Y

«Tenant_Unpaid_Charges»
Please mail your check, made payable to Maple Management, to:
Maple Management

< 311 Maple Avenue West
. Vienna, VA 22180

received the payment. Thank you for your attention to this matter.

Property Manager

@ Find Recipient
D Check for Errors

‘R Select Recipients v [D) Greeting Line %
Create ﬁ Highlight ? 5
v [Z Edit Recipient List Merge Fields Insert Merge Field v [

Start Mail Merge Write & Insert Fields
L|...E...,...1..4....2...,..‘3.......4.....‘.5..‘|.‘.
-

PROMAS
: Maple Management
= 311 Maple Avenue West
2 Vienna, VA 22180
RE: «Unit_Street_Address»
,;‘ Dear «Tenant_Formal_Salutation»-
z This is a courtesy reminder that we have not received your payment for the
: following amount that is past due.
™

If you have already paid this amount please call us to verify that we have

12 Share .

> D _)IFj

Finish &
Merge v
Finish A
Mail ... ¥ X
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.

D Address block...
[j Greeting line...

[:j Electronic postage.
3 More items...

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

Step4of 6

=> Next: Preview yoEE lette
INext wi/grd step [ECP'E!

Save your document. You are then ready to merge.

/
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15. Under Step 4 of 6 click Next: Preview your letters to perform the merge.
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EACH TIME

1. In <<Mailings, (Notice, Owner, Tenant, Vendor) Letters>>, select letter you want. Enter any
selection criteria. Compile letters.
2. In the Mail Merge Action field choose Select Document. For Notice letters, in the Choose
Merge Fields Source field choose Master Merge Letter.
3. Click <Execute Mail Merge>.
4. Your letter will display without the merged information.
5. Click <Close>. Click File Microsoft Office Wor
and choose the document
you jUSt closed. A screen Opening this document will run the following SQL command:
will dISp|ay with a message. !\!I SELECT * FROM C:\Users\Public\promas\mailmerge\mail merge letter.AML
Click <Yes>. _ _ _
Data from your database will be placed in the document. Do you want to continue?
6. Your letter will display
without the merged
information. If your malil l Ves l v |
merge toolbar is displayed
you can click View Merged
Data to merge the letter. If the Toolbar does not display, click on Tools, Letters & Mailings,
Mail Merge or Mailings, Finish and Merge.
mail merge letterdoc [Compatibility Mode] = Microsaft Word
: Home Insert Page Layout References |Mai\g.‘ Review View @)
=1 Envelopes 1 > B =5 =5 -5 2 Rules - o H 4|1 bW [y .
E Labﬂ'sp \Q @r \% \% \% 2 Match Fields Lﬁﬂ ‘ﬁ'l Find|Recip\'ant‘ | . ‘ =Sl @
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish & | Merge Help
Merge ~ Recipients - Recipient List | Merge Fields Block  Line Field - 4 Update Labels | g i | @ Auto Checkfor Errors || were - || & Send
Create Start Mail Merge Write & Insert Fields Preview Results Finish  ||Mail Merge Toolkit
R RN R RN EREE TN ERRE RN RRRE SN RS RN RS- KRV (s AR c
This is the mail merge letter.
«Recipient_Email»
«Late_Fee_Flat_Fee»
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Open Office

If you do not have an understanding of Open Office Mail Merge, in Open Office, please read their
Help to get a basic understanding of how it works.

Because you must convert a file that PROMAS produces into an Open Office database file, the steps
relating to creating the database must be followed each time. You only need to create the merge
letter once.

FIRST TIME

1.

N o o bk

In <<Mailings, Edit Letters>>, create a master letter with all the text substitutions available.
The letter does not need to have formatting. It is simply identifying the fields for export.

Double click each text substitution until they are all selected.

In Open Office, 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. Save the letter as an
*.0dt file. Note where it is being saved as you will need to find it in Step 6.

In PROMAS, <<Mailings, (Owner, Tenant, Vendor) Letters>>, select letter you just created
in PROMAS in step 1. Enter any selection criteria.

Compile letters. You are now on a Send Letters screen.
Click <Select Document>. A Windows screen will display so you can select a document.
Choose the letter you created in Open Office in step 2 by highlighting and clicking <Open>.

Click <Execute Mail Merge>. A Windows screen will display showing you the CSV file that
was created. It will have the same name as your Open Office document, with a file
extension of CSV and will be in the same folder.

In Open Office, click on File, New, Database.
Select Connect to an existing database, with Text as the format. Click <Next>.

f 5 L — 1
Database Wizard &
Steps Welcome to the OpenOffice.org Database Wizard
Use the Database Wizard to create a new database, open an existing database file, ‘
or connect to a database stored on a server.
2.5¢t up a connection to text
files
What do you want to do?
Create a ngw database
Open an existing database file
© Connect to an existing database
2
I§
Help k I Next >> | Cancel
S
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10.  Specify the path where the [

CSV file is. Each text file in

. } Steps  Setupaconnection to text files
that directory will be a table
1. Select database Select the folder where the CSV (Comma Separated Values) text files are stored.

in yOU r database . Choose OpenOffice.org Base will open these files in read-only mode.+

2, Set up a connection to text
Comma separated value ——

flles The F|8|d Separator 3.Save and proceed C:\Users\Public\Documents @
ShOUId defaUIt tO a comma. Specify the type of files you want to access
C“Ck <NeXt> . () Plain text files (*.bt)

© ['Comma separated value' files (*.csv)!

11.  Click <Finish>. Screen will
come up with table name
displayed. Double click on

Custom: Custom

Row Format

. Field separator u
table name to display the TR Gl
table with all the merge el oo —
flelds ) Thousands separator [_v—w’
12.  With that screen still open, -
open your letter in Open [ bep ] e | m—rrerve— || p—orym—" | ————
Office.
13. Drag each field name that you want to use in the letter from the table to the letter. Save the
letter.
14. In the Letter window, choose File, Print. You will see a message asking you whether you
want to print a form letter. Click Yes.
15. In the Mail Merge window, click on the + sign next to the database, then click the + sign

next Tables, then highlight the database you want to use as your merge file. You can then
select all the records or just a particular record.

16.  Specify the printer and click OK.

Moge
& I F- 2 BBIR B8
& & - Recpent_Emal | Recipient_FAX | Recpenth: | RecipentAddress_1
& &H 24eb1 | b Joseph P.Bruno 436 Farway Drve Vierd
@ &5 Bblography - Johnny Parsons 206 Center Street North | Untt
@ & database 14— Rta Roseman 327 Cedar Lane Vierd
@ &H database14Y
i 2 i [of 3 8 I 1 | »
Records Output -
cH < Ponter C He
€ Selacted records I Sogle prt jobs
Chom: |0 Jo: | v o Aot

€ Sgve as single document
€ Saye as indvidual dacument

| Genecate fle name from [atsbase
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