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TRUST SERVICE TRAINING - LEVEL 3
SESSION 10.1

MAIL MERGE
It is possible to create a mail merge from the Trust Service. These instruction are written for

Word 2003, there may be some variation in older or newer versions of Word

Preparation

Check you have a file called TMSDATA.CSV in the TMS file.

If not, email Krogers@cch.co.nz

to request a copy.

Four Steps to create a Mail Merge

1.

2.
3.
4

Create the Letter Template in Word

Link the Letter Template to the TMSDATA.CSV file
Insert the Merge Fields

Run the Mail Merge from the Trust Service

Step 1. Create the letter in Word

Open Word.

Open a New Word Document

Select Tools/Letters and Mailings/Mail Merge

Bl Document - Microsoft Word
i Fle Edt Vew Insert Format | Tools | Table  window  Help  webEx
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Shows Mail Merge Toolbar

= Envelopes and Labels...
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You will now see the Mail Merge window on the right hand side of your screen

E§ Documentd - Microsoft Word
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L ~ | what type of documentt are you
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t (@) Letters
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= Letters

Send letters ko a group of peogle.
ou can personalize the letter that
each person receives.

Click Next ko continue,

-

w ™| Step1of6

A o % Mexti Starting documert
i =

Type a question For help

Select starting document

= Haw do you want ko set up your
letters?

(%) Use the current document
() Start Fram a template

{0

e

' (O Skark from existing document:

0

B

Use the current document

Skark From the document shown
here and use the Mail Merge wizard
to add recipiant information.

"
-
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! Step20f 6
.
i @ % Mext: Select recipients
5 ¥ @ Previous: Select document type
= @lal=m & {n 3

Select starting document - ‘Use the current document’ & move to next step
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b Document - Microsoft Word
: e Edt  Wew Insert Fomat Tools Table Mindow Help WebEx Type a question for help = X
= ; W EE Y a6 6 G ¥

Select recipients
(%) Use: an exdisting list

(O select from Outlook contacts
Select Data Source

(3 Type & new list

Loak n: i v - 4 £ = Tools - U
@ ‘ @-@axud - Use an existing list
@Blank TPS Files Use names and addresses from a
I Client Docs file or a database.
My Recent =) docs ;

. [ Browse..,

- Documents || =y o J‘
(Capics T Edit recipient list...,

e @ licence. doc

W THSStle

My Documents

My Computer

+

i g File pame: ¥ [ mew source... open

; My Hetwork ‘ N ) Lz J

" Places | Fies of typer |l Data Sources (*.adc; * mdb; *.mde, + | ¥/ Step3ofe

i o % Mexk Wirite your letter

o = @ Previous: Starting document
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Vpraws g JA#tuShapEs' N ow 1O =

Page | Sec 1 i Ac25m lni ol o Engish (e C&f

Select Recipients - ‘Use an existing list’
Browse for existing list, in TMS folder & select TMSDATA.CSV then move to next step

T4 Document1 - Micrasoft Word
PEe E Wew Inet Famd Do Tgle Wmdw bep Webex Type a question For help = X

Eiﬁ Eﬁ x

Insert Menge Feld \XJ Write your letter

1f you have not already done so,
Insert; ) = uwite your lstter now,

i Cadeeait (S Datetie s To add recipient information to
-F Fields: yaur letter, clik a lucation in the
Secrent o ek ol

: . o ) | thetems below,
«Titlen «FirstNamen«LastName» Firsthiame g
- 13 Addessblock...
Lasthame.
«Postall» Giverliane e b,
- Postall | o

= «Postal2» Postalz 3 |3 Electronic postage. ..

w Postal3

. «Postal3» postch I s

PostCode
2 when you have finished writing
- «Postald» Fhone L our e, ek Net. Then vou
= can preview and persandlize each
«PostCode»» frobte recpient ater,
il WorkPhone o]
2 i Match Fields. . J [ mset | [ Cancel
Dear «FirstName» [

Type your letter here......

¥ step4off
z

s @ Mext: Preview your letters

ai = @ Previous: Select reciplents
h ~

=@l m s

Type your letter (or copy & paste text from existing template)
Insert the required Merge Fields into the letter.

You can now save your letter & close word.
Open the Trust Service & Select Utilities, then Mail Merge
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& CCH Trust Service

File Maintenance Reports Task Reminders Help

§ @

Trusts Peopls
i s Replace Managers

| Eventlog

Show Bookmarks
File Manager
Export.

Import.

Resst Configuration INI File
Furge Temporary Mergs Documents

Register Waord OCH

Select from the list of who should receive this letter.

Use the Date of Birth Range to exclude minors (beneficiaries) if necessary
Use the Search Box to locate your Merge Document

You do not need to select a Data Source Folder

& Mail Merge

fInchuge ——— Date of Birth Range ——————————————

¥ Trustees From =] =
¥ Settiors . '—ﬂ _I

Jv Beneficiaries

¥ Lawyers
¥ Accourtants
¥ Advisers
¥ Protectars
¥ Ziienis}

T~ Inelude Trust Hame

Merge Documert IC'\TRUST\TMS\HDCS\EXEmpIe Docs'Example Letter for Mail Merge Seas D

Deta Saurce Folder: | =

Mal
Mo X cancel

Select Mail Merge to Run

Windows will open and display your letters for you to print.

@FnrmLeﬂerM Microsoft Word BE‘FX
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-
i [Ms Tayne Colbert
- 2/43 Kitchener Street
- Milford
. Auckland
i Dear Jayne
I Type your letter here......
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