Mail Merge Work Shop

Four Steps

1. A simple Mail merge using the CLIP Customer Data base to create a marketing letter
to all of the customers.

2. A Mail Merge using CLIP!s power to filter and export in order to limit our marketing
letter to only our active customers.

3. A Mail Merge that uses information from CLIP customers and the first job and Word
to show pricing.

4. A Mail Merge that does the same as Step 3 but adds Excel to do some formatting
and calculations to create an interesting proposal.

5. A Mail Merge that uses the Create Merge function in CLIP to create a proposal that
shows various services being offered.

Requirements:

In order to work through these examples you mueg hésual CLIP with customers and jobs loaded ¥pu must
have Microsoft Word and Excel. In the examplesuse Office 2000.
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Mail Merge Decision Tree

When you want to use Word to format either fornteles, labels, cards or any other printed documedityau want
to use the information froiBLIP it is very easy.

There are a number of different ways to do thisurYend product desire will determine how bestgpraach this
exercise.

You first have to determine what data base(s) yiithave to use to get your end product.
Ask yourself the following questions:

Look in the in your manual undBatabase Structuresand see if you
need information from Customer and job or only frGustomer.

Do you need only Customer information?

//
Yes \
NO | want Job

/ Information as well.

Do you want to limit the namés
down to a chosen few?

A

Will you want multiple jobs on a
l \ page? (In the case of proposal
generation, you would want
Yes NoO multiple jobs on a page.)
/
Use User-Defined List with onl A
se User-Defined List with only
Customer as the data set and Yes No
output to a DBF. You can use the
conditional functions in UDL to ¢
limit your merge file to only the You will need to use 3
customers that fit your conditions. ICreate Merge" since You can use User

this is the only way Defined List and choosg
that WORD can plac Customer and Job data

D

multiple jobs on one set. You can limit your

- age with a sinale sequti_ons by usi.ng the
Since you want to make a merge| Eugtomer g conditional functions of
on all of your customers, Lets go ' UDL.

straight to User Defined List and
Use Only Customer with a
generic Condition.
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Step 1 # A simple mail merge to create a marketing
letter for all of my customers.
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Simple Mail merge to all my clients.
Begin with the end in mind # First make up a motke end result.

Check the Mail merge decision chart to see howotd.d

Start with the steps that the chart gave us
Open Visual CLIP

Go to the User Defined Lists

‘" Wigual ClipPro Version 2001 - Sensible Software, Inc.

Files Edit Daily Routines | Beports  Sustem Biling  Projects  Special lnvoices  Other Modules Help Format

Customer FReports 3
Job Reports 3
Sales Reports 3

L 1 Reports User Defined Lists....
Link Reports »  Create Merge
Employes ¥ Chemical Uzage Repart

Erint Labels
tarketing Merge

Start a New Report Definition

‘" Wizgual ClipPro Yersion 2001 - Senzible Software. Inc.

Files Edit Daily Routines Beportz  System  Billng  Projects  Special Inyoices  Other Modules  Help

& User Defined List =10l =]

s S Choose Data Base Set: <
Hew |
TEST 1 & . and Job
Delete Setup ~ Customer and Journal

” Customer and History
' Only Customer

Save Setup

Fields |

i
i Condition |

"Cut

Sort by | |
Make List |
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Name it All Customers

Hit enter to save the name

Choose Only Customers as the Data Source

Choose the fields you need for the Marketing letter
=loix]

Choose Setup [ ] Choose Data Base Set: ¢
W ¥R Choose fields [Double Click on the fields you want lo | 1ol x| e
Choose Fields Fields Chosen
CU.Custarner Mumber - 5
CU.Property Name Retun
CU.Property Address
CU.Property City Gl Customer Greeting et
CU Properly Stale U Billng Care O o
[ CU.Property Zip CU Biling Sddress e
Cl.Tax Id Area

CU Biling Mame
£ CU.Custarner Greeting
CU.Biling Care OF

CUBilling Zip Code
CU Home Telephone
CUMork Telephones

CU Biling Address =
CU Biling City and State
— | CU.Biling Zip Code
CU.Haome Telephane

CU.Property Group Code

[ I obile/Mextel

ut CU.Fax Phone Murnber

CU &dditional Customer Phone # 1
CU.Additional Customer Phone # 2
CU.&dditional Customer Phone # 3 =

| Cl.Additional Customer Phone # 4
1L Ciekarnar E bl =il &ddracs LI LI

]
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Choose the condition

We choose the condition that customer number iatgréhan 1000. Since our first customer recadsat
customer number 1000 we use this condition to greclall of the customers.

A good way to add to this condition would be maghbeing the condition that only the active custonteréncluded
in the list.

Now press the Make List button
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Save your settings now by pressing the !Yes".

Output your report to MSWord.

Press Proceed

If you have already saved a merge document fomithethis list, you can open it but since this exdenstarts with
a blank document, press No here.

126



Now you will be in Word with the merge all ready foodification.

Type out the generic items from your letter
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When you get to where the customer$s name andssdgliechoose it from the !Insert Merge

Field"

Type out the rest of your letter, adding the figlust you need to personalize it to each customer.
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Press the !Merge" button

Press the !Merge" button to start the merge.
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The merge will start to happen.

When it is done, you will see the first customer
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Press the PgDn on your keyboard to see page tweaaod to see the merged documents.
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Now you can print them to be sent out.
Congratulations% You have just completed youMiagtMerge using Visual CLIP and MS Word 2000%

Save this template so that you can use it in tixé step.
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First Pull down the Window menu

Choose the Document, which is the one with yourgadields in it.
Pull Down the Files Menu and choose the Save Asiopt

Save it to a folder that you will remember later ofou can create a new folder in your Visual CHiRectory to
hold these documents.

Name it the same as you User Defined Report # Adt@mers
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Step 2
A more complex Mail Merge that uses Visual CLIPes ability to filter the customers down to only the Active
ones and use an existing merge Template.
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A more complex Mail Merge limiting our customersaialy !Active" ones.

In order to limit our customer list down to onlyethActive" customers, we will have to use CLIP taguce a
limited list of customer records to use in Word.

Check the decision list to see that we need taerthe list by using User-Defined Lists and expaytio a database.

Open Visual CLIP and go to !User Defined Lists&"

Open the !All Customers" that we created in Secfion

Press the !Condition" button to limit the list té¢tive" customers.

As a condition, choose !Customer Status” by dowtitking on it.
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Click on the !Equals" operator, and then enterwlved ACTIVE under step three.

After hitting <Enter> on the keyboard, choose thisé this condition" button.
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<

Since we do not need any other conditions forrad merge, all we need to do now is to export drd/

Press the 'Make List" button.
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Choose to Isave the settings"

Choose 'To Word" as the output.

CLIP will ask you if you want to open an existingadiment, answer Yes to this and search for th€aditomers
document that we created in the first session
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Perform the Merge and you are done%
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Now lets go back and create the same merge kiterow only for customers and have not had ariyigcin the
last year.

We can use the same set up as before, All Custamergist change the condition.

Press the Condition Button.
In the condition, choose the Last Activity Date.
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Choose !Is Less Than" and enter a date in the (hast Year). !This means find the customers whadtévity date
is older than a year ago."

Press the !Use this condition" button.

Now Make the list and output it to WORD.

Choose the document that you already have setAlipCustomers”
Merge your document and you are done%

Now you have a letter that is ready to go out tofathe customers in your list that have not baetive since last
year. You could enhance this to include only cungtis that have a certain letter in one of youramdields.
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Step 3
A more complex Mail Merge that includes the Price
for all the customers with a Job ' 1
Using CLIP to export the information to Excel
Excel to format and calculate the information
Word to format it into a nice proposal
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Creating a Proposal that shows one job with the price.

Based on the decision tree, we want customer dnihformation, since we are only using one job,o&n use the
User Defined List to create our merge database.

Open CLIP and get to the User Defined List

Create a new list by pressing the !New" button.

We will name it !Proposal 1".

Press Enter or the OK button.

We will choose the !Customer and Job" Data base set
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Press the IFields" button to choose the customdrjaim fields we will need for this proposal.

Choose these fields as listed in the box on th#.rig

The fields that we have listed are the ones nepefwagetting the name and address along witmtireand max
and charge per job.

Push the 'Return” button.

Push the !Conditions" button and enter the condifar only the !Active" customers.
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Your screen should look like this:

Press the AND to add another condition

Press the !Add another condition" to add only job '

Choose the Job number
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Choose !'Equals”

Enter the number !1" into the comparison value.

Press the !Use this condition" to save it.

Press the 'Make List" button and choose !To Word"
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When CLIP asks you if you want to open an existiogument, press the !'Yes" button and choose thé Al
Customers" document that we created in Session 1

Press !Okay" and now Word will start up with ther@adocument we have been working on.

Pull down the Files Menu and press Save As to gagdo the new report called !Proposal 1"
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Now, lets add some text to give us the info forjtie
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Either press the <<abc>> or Merge the documentdorghat it looks like.

Congratulations% You have just completed the bagsof a proposal. Now we need to make it lodkdreand
add some fields with calculations on them. Tolds,twe will first export to Excel, then make sonewv columns
and use Word to format the numbers.

Press the 'Make List" button and choose !to Excel"

Press the 'Proceed" button
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You can save it to the same name as before (teshp.xl

Answer !Yes" to the Open Excel question and we Wdlplaced right in Excel with our data alreadyrauk
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Find the Amount column and press the column hetadeighlight the whole column.
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Press the dollar sign to format this column asenay.

Highlight the Min and Max columns and pull down foemat menu and press Column and then !AutoFit"
Add a new column

Name the new column Annual

Enter the formula '=J2*M2" on the second row.

153



Press Enter on the formula

Now grab the little box in the lower right hand er of the cell and pull it down.

Format the column as currency

Save the Excel Sheet and close Excel

154



Open Word and pull down the Tools Menu.

Press Create and choose Form Letters, then chamse AVindow
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Press the Get Data button

Choose Open Data Source

Change the type of files to Excel XLS

Choose the Temp.xIs that we just created; it shbalah your main VCLIP directory.
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Choose !Entire Spread Sheet"

Choose Edit Main Document

Now add your fields to the letter that you will uddotice that we have amount, max and annual &srop
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Press the <abc> button to see the fields

Press the Merge button to merge to a new document.

Congratulations% You have just completed a rouwgtogal%
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Step 4
Create a better Proposal using Excel to format the
numbers
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Create a better proposal using CLIP, WORD and EX@/th three options for the customer to choose from

Open Excel

Press the !File # Open" selections from the meri@mose the temp database that we created.

Change the !Files of type" to !All files"
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Choose the !temp.dbf"

Your screen should look like this:
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Lets work with the charge per job to come up wittee different programs for each customer.

1. Pay by the service # pretty straightforward
Pay by the contract # we need to take the ddkecservice multiply times the Max,

divide by 8 months payments
Pre-pay for the year # take the charge times msbtract 5+ for pre-pay and have

the discount and the amount show.

Create a new column in Excel next to the amouid.fie
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Click on the header of the Min column and presgitiet mouse button.

Press the Insert option for a new column.
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Name the new column IYEARTOT" for yearly totals.

Enter the formula for this cell by pressing the sijn and then using the arrow keys to choose atriimleh to the
left of yeartot.

165



Press the !*" that represents !'times"

Press the right arrow twice to choose the Max field

Press !Enter" on the keyboard to finish the caltata
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Click on the new field that just got filled in.

Click on the square at the lower right corner asou box and pull it down to the end of the lighis will copy the
formula down and fill in all the Yeartot fields.
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Release the mouse button and the numbers wilhfill

Page Up back to the top so that we can devisedaWwefields.
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Create a new column called IMONTHLY" for the montigayments.

In the first empty field use the !=" sign to start out the formula.

Use the arrow keys to choose the monthly amount.
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Press the forward slash !/" to denote !divide byitlaenter an 18" after that.

Type *1.05" to add 5+ for paying it over a time ped.
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Press <Enter> to record the formula.

Now, put the box in the first row and pull it dowsing the mouse and the square on the lower reyhd lsorner.

Title the next column as INEWMPAY" for New monthpayments.

Enter the formula as '=N2*8" to give us the new ggamount.
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Pull that formula down to fill in the yearly amosrit your customers all went for the monthly cootra
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Create a column for pre-pays. Name it !prepaydamtthe prepay amount that they will have to seod.y

Enter the formula as above and then pull it down.

Label the next column !DISCOUNT"

Enter the formula like this:

173



This will give us the difference between the yeantyount and the pre-pay amount.

Pull the formula down

Format each column to be 6 so that the formatmg@irrency will carry over into WORD.

Click on the header of each column and then pres$st’
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Change each of the columns that are dollars touhency format.

Use the IFile # Save As" pull down menu to saveryspureadsheet with a new name.

Change the type to Microsdiixcel Workbook and press !Save"
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Close Excel and open Word.

Go through the mail merge and enter all the custdisiels.
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To find your data source, navigate to the CLIPawey and change the file type to Microsoft Excelriusheets.
ITemp" should show up as a file to choose from.o@$e it and then enter the merge fields.

Choose the !entire spreadsheet" option to getfat® columns we added.
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Now choose from the merge fields to place themhendocument.

When it comes time to enter the information, uget#iole form to make sure the information is pripaligned.

Choose the following options for your new table.
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Your table should look like this:
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Fill in the table like this:

Merge the file and see what the contract looks like

180



Piece of cake%

Lets go back to the excel sheet and do some mdithui@ out what will be best for us.
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Go to the bottom of the sheet

Lets do a SUM of the Yearly totals column to sew Imuch money we could gross if everyone chose nptio
(By the service)

Press the !Auto sum" function (the backwards !E")

<
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Press <Enter> to sum the column.
Some of the columns will have the

in them, meaing that they are too small to hold the numbers.

Adjust the column widths to hold the numbers.

We can find out the following:
If everyone paid for the service by the time it Wblbie 379K in gross
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If everyone paid by the month, we would have aritemtchl income of 649,757 with no
more work.

If everyone signed up for pre-pay, we would havek3@ cash but we would be giving
away 618,955 in discounts.

Knowing this, we might want to tweak our proposdtdr a little to make it lean more
one way or another.

Let$s think about some other creative things to do:

What if we wanted to add a fourth option for 20+wmand @ payments?
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Step 5 - A Mail Merge that uses the Create Merge fiction in CLIP to create
a proposal that shows various services being offete

Why use Create Merge for proposals?

As you can see, the proposal we have generatedtty powerful and can do most of what we mightche&he
place it starts to show its weakness is that Wardanly handle one job per page or letter. Trheatas problems if
we want to create a proposal that includes mone ¢ine@ job on a page.

What we will do now, is create a proposal that ubedirst job as the main job and the adds adutionowing
jobs.

Data Consistency
Rule ' 1, our jobs have to be set up correctly ider for this to work.

There are two things that need to be set up céyriecCLIP to help with this.
a. job numbers. Since Create Merge will creatdidié names based on the job numbers, the onlywey
know what field to use in WORD is based on us kmgithe Job Number 1 is the main Mowing or service
job. All proposal” services should be in the fid€-20 job slots with consistency throughoutydfi look
at our Pattern job that comes shipped with CLIP wdlusee that we have already started to showhmu
this works:
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Not all customers will have all of these jobs, the pattern customer should have them to assusistency
throughout the database.

b. You should set something up in the custom fistwghat you can exclude certain jobs if necesshoy.example:
Set up the job type field with a IMOW" for all younowing jobs and add an indicator in the Custom
Letters that can be used to exclude this job flioenMail merge. (Custom letters might have an !Xitito
say, !do not merge this job")

The whole point of this is to be able to get thenpater to automatically produce proposals withelittr no input
from you, the operator.

Create the Merge File

1. From the Reports Menu, choose Custom Reporte#€Merge

1. Choose a place to put the Merge File

Press the Change Target Directory if it is not wiat want.
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2. Press the Create Merge button to start the psoce

3. Pick the fields from Customer and Job that yduneed for your proposal.

4. Press the Return button to enter the conditoithfe customer.

We will do this merge only on our !Active" Custonser

Choose the condition for only active customers.

5. Press the Return button to choose the fields ffob that you will want.
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@. Enter the starting job number and the numbeb®to go from there. i.e.: if you want to staith
job "1 and go to job ' 10, you would enter a 1 ftire !start with job number" and then a 9 for the
IHow many jobs to be included."

CLIP will then process the information.

You will get this dialog message. You can print the structure here. It can be helpful but sineeane going to
put this into Excel, we probably don$t need it.

Once this is done, you are finished with CLIP.
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7. Open the Merge Database in Excel.

Notice that we could have eliminated the Employea® the list by choosing to filter to only Custorse
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Lets scroll over to the right to see the fields teme over from the jobs.

Notice the field names: Num0001, jobnum0001, jobd@di ect&.

These would be the Num, Jobnum, Jobname ect& for jb. Scroll further over to the right and youlixsee the
fields for Job ' 2.
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Now we can add columns and create new numbersvihaan use in WORD to create the proposal.
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Once that is done, we can open WORD and constraaniil merge.
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When we merge it, we get this:

Conclusion:
There is a lot more that can be done. We hopetisastarted to open up the possibilities to ybhaw to automate
your proposal generation process using CLIP, EacdlWord.
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Estimates

The QEstimatesQ menu encompasses a separatedetabgour active customer database. It was aleate
in this fashion since most companies generate mumsegstimates over the years that are never accepte
for service. This allows you to maintain these rds@and track the customers and estimates, without
having them clutter up your working database. Qestgnates have been accepted by the customers, you
will be able to transfer their information to yoworking database in Files > File Maintenance tesav
typing this information.

The estimates are intended for every-day use. @heyot formal proposals, but provide you with the
means to enter information quickly and generaterimél estimates.

You may enter the information provided when thet@uner calls, print the estimate form, and take two
copies when you meet with the customer (one fordasrds, and one for him to sign and return). ¥an
omit information you do not have, such as the prel fill it in manually on the QEstimateQ shaenw
you meet with him. When you return to your officeuycan enter the final information into his custome
screen.

If you prefer, you may wait to enter all of theanation intoVISUAL CLIPuntil after you have met with
him, and mail him the completed estimate formsda and return. However, this will delay your radeg
his acceptance.

Estimate Scenario

Mr. Smith calls you in response to your yellow pagd and requests that you go out and estimate his
property. You put his address and phone numbeMI8UAL CLIP's Estimate File Maintenance. Upon
talking with him you perceive that he would be met&ted in your deluxe service. You have alreatlyige
form '3 to be the Deluxe Service form with the appriate blanks for mowing, trimming, edging,
herbicide, pesticide, shrub trimming, etc. You #iere set him to use form '3. Mr. Smith tells ythat he
has a large dog in the backyard and you shouldkchéh the people in the house before enteringu Yo
place this little tidbit of information in the spatinstructions.

Two days later you decide that it is now time toog and do some of these estimates that have been
entered intd/ISUAL CLIP. You choose Print Estimates avitBUAL CLIP prints all the estimates that
are due. At the customerZs property you measuxatiables and arrive at a price, you fill in thanks
and leave one copy with Mr. Smith and bring oneydogick. Mr. Smith calls to approve the estimate an
you enter him as approved and transfer him intaséotner to begin service.

If Mr. Smith is a client you want to impress, yatng the form back with you. You search out Mr.iizis
record and then choose the <Document> button tdrdiSmithZs document. When VISUAL CLIP asks
you if you want to import a form, say QYesQ andiiniiprm ' 3. This will place a blank form ' 3 irthe
document and you can now fill in the amounts arnlt jirout. You can then mail it to him in a nice
typewritten fashion.

We hope that this gives you an idea of what théragé section was made to do. If you want to geteer

proposals we highly recommend that you use a waydgssor such as Microsoft Word to merge with the
VISUAL CLIP databases. (See Create Merge fundiiomore information on merging.)
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