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.

122



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

Fields | |
% Save Setup As

/
Save Setup As:All Customers]
Condition |
"Cut |

Hit enter to save the name

Choose Only Customers as the Data Source

¥# User Defined List -0l x|

Choose Setu Choose Data Base Set:
IAII Custamers VI

" Customer and Job Fisturn
Delete Setup " Customer and Journal
" Customer and History

Save Setup * Only Cust

Fields |

d
Condition |
ut |

Sort by [

Make List |

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

Choose Setup {| Choose Data Base Set:
W 7# Choose fields [Double Click on the fields you want to 1ol x| e
Choose Fields Fields Chosen
CU.Custarner Mumber - 5
CU.Property Name Retun
CU.Property Address
CU.Property City Gl Customer Greeting =
CU.Froperty State U Biling Care Of P
[ CU.Praperty Zip CU Billing Address e
Eﬂ;i" ld NA'ea U Billng City and State
Billing Mame ke
£ CU.Custarner Greeting EE Eﬂ:g i:l’ecziene
CU.Biling Cane OFf A

Tl Billng Address i leephone =

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

CU.Property Group Code

I obile/Mextel

CU.Fax Phone Murnber

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

| Cl.Additional Customer Phone # 4
1 Coekarnar Fobd =il b ddrace LI LI

]
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Choose the condition

ﬁ Condition Generator = =] B4
Step 1 - Choose field from list Step 2-Choose operator | Step 3 - Enter comparison value <Enter>
and press <Enter> o000
CU. Customer Number -
CU.Propery Mame WL Step 4 - Connector (Optional) <Enter>
CU.Property Address " Equals Exacthy =
CLUP ity Cit + {and}
Froperty Lty " Does Hot Equal ro
CU Property State  Is Greater Than o
CL.Property Zi a5t
cU Ta}{pld Ayreap " Is Less Than Mote: "Equals" compares from left to right
AR ') i urtil & match is made. "Equals Exacthy
Contains
CU.Billing Mame - , matches the entire string of characters
CU. Customer Greeting Does NotContan exactly.
CULBilling Care Of End Result:
™ |CUBilling Address CUSTOMER. MUM = 1000 ;l
s |CU.Billing City and State

CU.Billing Zip Code

CU. Harme Telephone

CUMYork Telephone

CU.Property Group Code

tobile/Mextel

CULFax Phone Mumber [
CU.Additional Customer Phone
CUL.Additional Customer Phone
CU Additional Customer Phone Add another condition
ClULAdditional Customer Phone |
CU.Customer E-Mail Address
CLLCustomer E-Mail Extra 1 Cancel this process
CU.Customer E-Mail Extra 2

FUL Postarner E-Mail Fytea 3 T

-

Use this 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

W8 User Defined List ol =|

Lamm Choose Data Base Set: (:ﬁ
I—ﬁ New a
All Customers | — "~ Customer and Job Return
Delete Setup " Customer and Journal

" Customer and History
= Only Customer

Save Setup

CLUSTOMER MAME, CLUSTOMER MUM, CUSTOMER BILL_MNAME CUSTOMER. G

Fiold REETING,CUSTOMER BILL_C_0,CUSTOMER BADDRESS, CUSTOMER. BCITY
LEES _ST,CUSTOMER BZIP,CUSTOMER BHTEL, CUSTOMER BWTEL

pai

CUSTOMER MUK = 1000

Make List
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Visual CLIP : X]

Settings have been changed.
Do you want to gave your changes?

Save your settings now by pressing the !Yes".

Output your report to MSWord.
=loix

Choose Satu Choose Data Base Set: Q‘ﬁ
Hew
|AII Customers 'l {~ Cust and Joh Return
Delete Setup (" Customer and Journal

<~ Customer and History
&+ Only Customer

(Foupu Desimation T

ETOMER.G

Repurtoutpu': Cﬁ MER BCITY
Eeiurn

" To Printer

" To Screen

" To Ascii File
" To Database
Conditi " To Excel Sheet

Save Setup

Field:

™

JTENP

Proceed

|
Sort by ||

Make List

Press Proceed

If you have already saved a merge document fomitbethis list, you can open it but since this exdenstarts with
a blank document, press No here.
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Now you will be in Word with the merge all ready faodification.

&l Document] - Microsoft Word

JEiIe Edit View Insert Format Tools Table “Window Help

JD#H|§@.|E‘“'|%D|7S% v@"’JNUrmal vT\mESNEWRUmaH'12'|B I
J Insert Merge Field = | Insert Word Field = | 5.7 | 14 4 ‘ 1 | | | | | a/ EEI 95 Merge: |ﬁ -

1 1 FERRNEERE RN PRI

[Page 1 et 1 o [Aact” tni o1 | [REC|[EE [Exm | 2R

Type out the generic items from your letter

il Document3 - Microzoft Word

M =1E3
JEiIe Edit Wiew Insert Format Tools Table ‘Window Help
D2das slEe|o-|ads=r - @ 2|mwm - | Arial 0.8 o= ?
JInsert Merge Field = | Insert word Field = | 5.0

O [ e B e

R | I

Professional Services
2 Properity. Drive
Success, US 00000

(555) 5551212

== EER
JD[awv%Gj Autoshapes » ™ w [ O 4‘@|&v£vév§ E’.e,
[Page 1 Sec 1 yr [[at 22" na ot | [REC|[iRE| BT | [ovR [ LK
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SA

When you get to where the customer$s name and
i3] Document] - Microsoft Word
JEi\e Edit Yiew Insert Format Tools Table Window Help

IDeEa/egllz@|o-lam = @2
JM Insert Word Field ~ | 5.7 | 14 4 ‘1 ‘ P M
(] - SRR

-zs|Brus===

JNDrma\ - Arial
||3/9E|9§ Men;e---|a.
- s ]

HEC

| I - S IR IR T

Property Senices
2 Prosperity Drive
Anywhers, MD 20854

a2l n7 cdi [REC [RE BT [OR [ T

Field"|Page 1 Sec 1 11

Type out the rest of your letter, adding the fighst you need to personalize it to each customer.
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i3l Document] - Microzoft Word
JEiIe Edt Wiew Insert Format Tools Table ‘Window Help

=&l x|

DeEaalkl=al--led -@?“Norman - drial -iz- B 2Zuls
JInsertMergeFleIdv|InsertWordFleIdv|<§§€| H 4 |1 |> M | B %3 33 Merge. . |a =
IE‘ ! e N I - T R - | RN z

FProperty Services
2 Prosperity Drive
Anywhere, MD 20854

«hill_names
«hill_c_os
zhaddresss
shrity_sts_«hzips

«greetings

cusiomer

Sincerely,

Joe Servicermow
President
Property Services

This is a nice matketing letter that we want to send you because you are our

11

[at 61" Ln 27 Col 18

—

[Ey— IR VT— e
osoft W _ O] x|

File Edit “iew Insert Format Tools Table Window Help

D@n|§&|g|nv%|:||83% v@’_’JNormaI + Coronet

L]

Insert Word Field = | s

Insert Merge Field -

I 4|1

B %5 Bg Merge... ||

L —

2 P ity Drive
Success, US 00000

(555) 555-1212

Press the !Merge" button to start the merge.
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iMew document

The merge will start to happen.
i3l Form Letters1 - Microsoft Word

When it is done, you will see the first customer
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i3l Form Letters1 - Microsoft Word
JEiIe Edt Wiew Insert Format Tools Table ‘Window Help

Jag’:g|§@|g|n. %:”75% - @) 2| normal - drial

Froperty Services
2 Prosperity Drive
Anywhere, MD 20854

hrs. George Cress
3789 Barfon Way
Anytown, MD 55501

Dear Mrs. Cress:

This is a nice marketing letter that we want to send you because you are our
custamer.

Sincerely,

Joe Sexrvicermon
President
Property Services

[Page 1 Sec 1 o5 [at 1" ln1 colt |REC] [TrK| Eam | jove] [ EE

Press the PgDn on your keyboard to see page twe@nod to see the merged documents.
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"‘_E. Form Letters1 - Microsoft Word =]

JFiIe Edit Wiew Insert Faormat Tools Table Window Help

D= .|§@.|\E|ﬂv%|ﬂ|aa% S @

JNormaI = Coronet - 20 =

Professional Services
2 Properity, Drive
Success, US 00000

(5551 Sa3-1212

R WD Institute For Independent Living

- 1640 Green Road

Aregboreen, WD 55501

Dear M. Milligan:

Thiz is & nice marketing letter that we want to send you. Please return this letter with a signed

contract for mare services.

Thank you very much for being our customer,

Sincerely,

GG

=+

=| =& =] 1| »
NNOCE4E »-L-A-=S=208a.
|Page 1 Sec 2 Zi489  [At 4.8 Ln 24 ol 1 REG Ea e | B3

[«]o[w ]«

J Diraw ~

N

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
i3l Document] - Microzoft Word ===l

JEiIe Edit Wiew Insert Format loolsngbIe window Help

JD@H|§@|E|G- Mew tifindow ) 2| | Hermal - drial =1z = B}g”%ggg ==
& Al
JInsertMergeFleIdv|InsertWordFleIdv|<§§€ ;r:fnge H || 25 25 Merge. . |a v|
Spli
FLDUcumentl . . . . L : :

2 Form Letkersl

FProperty Services
2 Prosperity Drive
Anywhere, MD 20854

«hill_names
«hill_c_os
zhaddresss
shrity_sts_«hzips

«greetings

This is a nice marketing letter that we want to send you because you are aur
cusiomer

Sincerely,

Joe Servicermow
President
Property Services

|;‘age 1 - Sec 1 i |[acen”  in27 col 18 | [REC| [TRK Eem jove [ EE [
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 &fou 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&"

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

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

Customer Feports 3
Job Reports 3
Sales Reports 3

User Defined Lists...
Create Merge
Chemical Usage Report
Erint Labels

tarketing Merge

Open the !All Customers" that we created in Secfion
& User Defined List -0l x|
Choose Setu Choose Data Base Set: Ei |
Hew
IAIICustomers 'l " Cust and Job
Delete Setup "~ Customer and Journal

" Customer and History
* Only Customer

Save Setup

CUSTOMER.MUM,CUSTOMER. BILL_MNAME, CUSTOMER. GREETING,CUSTOM
; ERBILL_C_0,CUSTOMER.BADDRESS,CUSTOMER BCITY_ST,CUSTOMER.B
Fields 7IP CUSTOMER BHTEL, CUSTOMER BWTEL

pai

il Condition | CUSTOMER.MUM = 1000

Sort by | Jcustomer.num
Make List

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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78 Condition Generator

Step 1 - Choose field from list

ClU.Credit Limit = |

CU.Reason For Custormer Status

ClUL. Contact #1 MNarme

ClU. Contact #1 Address
ClU.Contact #1 City and State
ClU. Contact #1 Zip Code
Cl.Contact # 1 Telephone

™ |cu.contact #2 Name
ClU.Contact #2 Address
Cl.Contact #2 City and State
ClU. Contact #2 Zip Code
ClU.Contact #2 Telephone

ClU. Contact # 3 MNarme

CU Contact #3 Address
CU.Contact #3 City and State
ClU.Contact #3 Zip Code
Cl.Contact # 3 Telephone
CLLArmount that is Over 90 Days
CU Amount that is Cver 60 Days
ClU Amount that is Over 30 Days
ClLLArmount that is Current
ClU.Last Billing Amount

CU Amount of Current Debits
ClULArmount of Current Credits

= |

Step 2-Choose operator
and press <Enter>

' Equals

 Equals Exactly
" Does Mot Equal
" Is Greater Than
" |s Less Than

" Contains

" Does Not Contain

Step 3 - Enter comparison value <Enter=

I [m]

Step 4 - Connector (Optional)
& And
 or

<Enter>

Mote: "Equals" compares from left to right
uritil & match iz made. "Equals Exactly”
matches the entire string of characters
exactly.

End Result:

Add another condition

Use this condition

Cancel this process

Click on the !Equals” operator, and then enteniloed ACTIVE under step three.

ﬁ Condition Generator

Step 1- Choose field from list

CU.Credit Limit |
ClU.Custorner Status
ClU.Reason For Customer Status
CU.Contact #1 Marme
Cl.Contact # 1 Address

ClU Contact #1 City and State
ClU. Contact #1 Zip Code
ClU.Contact #1 Telephone

-~ CU.Contact #2 Marme

ClU Contact #2 Address
ClU.Contact # 2 City and State
ClU. Contact #2 Zip Code
CU.Contact #2 Telephone
CU.Contact #3 Mame
ClU.Contact #3 Address

ClU. Contact # 3 City and State
ClU.Contact #3 Zip Code
Cl.Contact # 3 Telephone

CU Amount that is Cwver 30 Days
CU Amount that is Ower B0 Days
ClU Amount that is Ower 30 Days
CLLAmount that is Current

CL Last Billing Armount

CU Amount af Current Debits
CU. Amount of Current Credits

El

Step 2-Choose operator
and press <Enter>

* Equals

" Equals Exactly
" Does Mot Equal
€ |s Greater Than
|5 Less Than

" Contains

" Does Mot Contain

Step 3 - Enter comparison value <Enter>

=1ol=

JacTrd
Step 4 - Connector (Optional) <Enter>
& find
i or

Miote: "Ejuals" compares from left to right
urtil & match is made. "Equals Exactly"
matches the entire string of characters
exactly.

End Result:

CUSTOMER. STATUS =

Add another condition

Use this condition

Cancel this process

After hitting <Enter> on the keyboard, choose thisé this condition" button.
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Step 1 - Choose field from list

CL Credit Limit

CU.Customer Status
CU.Reason For Custormer Status
ClUL. Contact #1 MNarme

ClU. Contact #1 Address
ClU.Contact #1 City and State
ClU.Contact #1 Zip Code
Cl.Contact # 1 Telephone

™ |cu.Contact #2 Name

CU.Contact #2 Address
CU.Contact #2 City and State
ClU. Contact #2 Zip Code
Cl.Contact # 2 Telephone
CU.Contact #3 Mame
CU.Contact #3 Address

ClU. Contact #3 City and State
ClU. Contact #3 Zip Code
Cl.Contact # 3 Telephone

CU Amount that is Cver 20 Days
ClU Amount that is Over B0 Days
CLLArmount that is Over 30 Days
ClLLArmount that is Current
CU.Last Billing Amount

Step 2-Choose operator
and press <Enter>

& Equals

" Equals Exacthy
" Does Mot Equal
” I Greater Than
" |s Less Than
 Contains

" Does Mot Contain

Step 3 - Enter comparison value <Enter>

ACTIVE

Step 4 - Connector (Optional)

@ fand]

 or

<Enter>

exactly.

End Result:

Mote: "Equals" compares from left to right
urtil & match is made. "Equals Exactly”
matches the entire string of characters

CUSTOMER.STATUS = "ACTIWE"

Add another condition

Use this condition

Cancel this process

CU Amount of Current Debits
CU Amount of Current Credits =]

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.

ﬁ Uszer Defined List

Choose Setu e Choose Data Base Set:
|AII Customers 'I —  Cust and Job Beturn
Delete Setup £~ Customer and Journ:
" Customer and Histony
M % Only Customer

CUSTOMER MUM CUSTOMER NAME, CUSTOMER PADDRESS CUSTOME
R PCITY,CUSTOMER. PSTATE CUSTOMER PZIP, CUSTOMER TAXID

Fields |

CUSTOMER STATUS ="ACTIVE"

Sort by

[customer num

Make List |
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Choose to Isave the settings"
Yizual CLIP ﬂ

Settings have been changed.
['o you want to zave vour changes?

Choose !To Word" as the output.

T8 User Defined List -0 x|

Ch Set Choose Data Base Set:
nose Setu New | E)ﬁ
All Customers ©  Cust and Job et

|

Report Output Cﬁ[
 To Printer R FS CUSTOME

" To Screen TaxID
" To Ascii File
" To Database

-
' " To Excel Sheet

;T!—ﬁ Output Destination

& To MS Word Document

— |TEMP

b o Proceed

Sort by | Jcustomer.num

Make List

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

Visual CLIP |

@ Do pou want ko open an exizting Document?
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Open

Laoak ir: I'a Merge Documents

Find Existing I.-’-'-.II Customers.doc ]

Filez of type: I *00cC j Cancel
Help

[Code Fage...

bk

Perform the Merge and you are done%
il ALL CUSTOMERS . DOC - Microsoft Word &) ]

JE\Ie Edit Miew Inzet Format Tool: Table “Window Help

DEHa &8 =’ «- a1 ™ .@’,’“Nmma\ - bial -12-/B 7 U ==
JInsertI\dergeF\eIt:Iv Insert Word Figld <§3>(’| M 4 |1 ‘D ] ‘||3/?;E| 25 Merge..|ﬁ v|
IE‘ P T T S A

Property Services
N 2 Prosperity Drive
z Anywhere, MD 20854

=hill_names
. «hill_t_os
zhaddresss
«heity_sts_«hzips

wreetings

This is a nice marketing letter that we want to send you because you are aur
customer.

Sincerely,

Joe Servicernow
President
Froperty Services

JD[awv[%Gj AutoShapes » > W [ O 4@|&'£vévf =5 B al.
| Page 1 Sec 1 o a1 ln1l colt [REC] [TrE E2m | jovR | EE
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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.

5 User Defined List = T.;.LEL_[

Choose Setup = Choose Data Base Set; q-|

All Custormers - " Cust and Job i

Delete Setup £~ Customer and Journz
£~ Customer and Histony
¥ Only Customer

Save Setup

CUSTOMER MUM CUSTOMER BILL_MNAME CUSTOMER GREETING

Holis | OMER.BILL C_0,CUSTOMER BADDRESS CUSTOMER BCITY_ST C
= MER BZIP,CLSTOMER BHTEL, CUSTOMER BWTEL

Condition | CLUSTOMER.STATUS = "ACTIVE"

Sort by | Jeustomernum
Make List |

Press the Condition Button.
In the condition, choose the Last Activity Date.

78 Condition Generator 18] =]
Step 1 - Choose field from list Step 2-Choose operator Step 3 - Enter comparison value <Enter>
and press <Enter>
ClULMay
*
CU.June Euals Step 4 - Connector (Optional) <Enter>
CU.July " Equals Exactly
& and
CU.August " Does Not Equal o
CL. Septernber " Is Greater Than =
CU.Octaber " Is Less Than hMote: "Equals” compares from left to right
CU. Novernber " Contains urttil & match is made. "Equals Exacty"
CL.December N _ matches the ertire string of characters
) ” Does Not Contain
™ |cU. Installments Bill Ahead — exactly.
W 1CU Tax Type for Monthly Payment End Result:
Cl.Charge Service Charge? 1=

ClU. Custormer Flag

CU.Estimate Flag

ClU Wendor Flag

CLULErmployee Flag
CLL.Ermployee ID
CU.Customer Type (User-defined)

Cl.Custorer Start Date =
CLl Statement Mote Add another condition

CU.GL Credit Acct. Mumber

CU.GL Dehit Acct. Mumber LS UiTD G LD

CUQE Credit Acct. Mumber Cancel this process

CU.QE Debit Acct. Murmber
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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."

7% Condition Generator 18] =]
Step 1 - Choose field from list Step 2-Choose operator Step 3 - Enter comparison value <Enter>
and press <Enter>
U May |D1IDWJQDDD
~
CU. June Educts Step 4 - Connector (Optional) <Enter>
CULJuly " Equals Exgacthy =
+ And
CUL August " Does Mot Equal “or
CU September " |s Greater Than =
CU.October & Is Less Than Mote: "Equals" compares from left to right
CU.November € Contains urtil & match is made. "Equals Exactly"
ClU.December . . matches the entire string of characters
* Does Not Contain 2
"cu. instaliments Bill Ahead = excactly.
U Tax Type for Manthly Payment End Result:
CU.Charge Service Charge? CUSTOMER. CU_ADATE = =

CU.Customer Flag

CUL Estimate Flag

CUMendor Flag

CU Employee Flag

CU.Employese 1D

CU. Customer Type (User-defined)
ClU.Customer Start Date |
CU.Last Activity Date
CU Statement Mate Add another condition
CU.GL Credit Acct. Murmber
CU.GL Debit Acct. Number Use this condition
CU.QE Credit Acct. Mumber Cancel this process
CU.QE Debit Acct. Mumber

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

142



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.
78 User Defined List.

Choose Setup e Choose Data Base Set: Eiﬁ
| 0_bal_cust 'l " Cust and Joh Eeturn|
Delete Setup " Customer and Journz
Terew— || | Customer and Histon,
% Only Customer

78 CLIP System

Entar New Heport Marne:

Save Setup

ey e,

|
' ———

‘I,'_'-;.'_Ilvnzh £ = B T R o 1 = e

L

We will name it !Proposal 1".

x|
Enter Mew Repart Mame: Cﬁ[
|Pr0posal 1

T ICUOSTUMER ALH = T AT COa TOMER AL = 1

THCLIP System

ma |
|£I
E
3

Press Enter or the OK button.

We will choose the !Customer and Job" Data base set

Choose Setup Choose Data Base Set:
Hew -
I Propozal 1 :I' ——— | | ¥ icustomer and Job Feturn

Delete Setup ¢ Customer and Journz
 Customer and History
 Only Customer

Save Setup
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Press the IFields" button to choose the customdrjaim fields we will need for this proposal.

ﬁ Choose fields [Double Click on the fields you want to choose] o =] 3] [[=] ]
Choose Fields Fields Chosen Cﬁ Cﬁ
JB.Job Murnber -] | =t Mumber -] N =
JB.Customer Mumber L Billing Mame Retur Beturn
JB.Job Mame CU.Customer Greeting

JB.Mext Scheduled isit
JB.Last Visit Date

JB Frequency

JB Crew #

—| JB.Routing Sequence Murber
JB.Map Location

JB.Tax code onJob
JB.Charge perJob

JB.Charge over Max

JB Charge Per Hour Rate

BDone t Dat . " J

JB.Man Hours
JB.Part of Contract?
JB.On Hold?
JB.Square Feet &rea
JB.Day of the Week
Job Custom Letters

Lk Costars blurmbare. ;I ;I

= o T
Make List |

CLLBilling Care Of

CLLBling Address

CLLBilling City and State
CLLBilling Zip Code

B .Job Mame

B .Charge per Job

B Minimum # of times per year
B Mzimum # of times per year

Choose these fields as listed in the box on th#.rig
The fields that we have listed are the ones nepefwmagetting the name and address along wittilreand max
and charge per job.

Push the 'Return” button.
oy a3

Choose Setu Choose Data Base Set: <:1g
£ Hew i

|PfUpUSa' 1 'I & Cust and Joh Return
Delete Setup " customer and Journz
~ Customer and History

" Only Customer

Save Setup

CLSTOMER NUM CUSTOMER.BILL._MNAME,CLUSTOMER.GREETIMNG 3
OMERBILL_C_0O CUSTOMER BADDRES ISTOMER . BCITY_ST,CUSTO
MER.BZIP JOB JOBMAME, JOB AMOURNT JOBMIN JOB.MAX

Condition |

f‘

Sort by | |
Make List |

Push the !Conditions" button and enter the condifar only the !Active" customers.
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Your screen should look like this:
78 Condition Generator O] =]
Step 1 - Choose field from list Step 2-Choose operator Step 3 - Enter comparison value <Enter>
5 and press <Enter> |ACTIVE
Ermail 2
Ema!l 3  Equals Step 4 - Connector (Optional) <Enter>
Email 4 " Equals Exactly IS
CL.Residential or Commercial Coc " Does Mot Equal Cor
Cl. Contract Custorner? ” Ig Greater Than =
Custarn Letters € Is Less Than Mote: "Equals" compares from left to right
\C‘)'\;lpstom Mumbers  Contains urtil & match i made. "Euals Exactly”
- matches the entire string of characters
- Alpha 1 " Does Mot Contain exactly. g
™ lalpha 2 End Result:
Alpha 3 CUSTOMER. STATUS = "ACTIMNE" =
Alpha 4
Hurmeric 1
Mumeric 2
Date 1
Date 2
Date 3
Date 4 =
CU.Credit Limit
Cl.Custormer Status Add another condition
ClU.Reason For Custorner Status
CU.Contact #1 MName L=l Bi=fenptition
Cl.Caontact #1 Address Cancel this process
Cl.Contact #1 City and State
ClU Contact #1 Zip Code =
Press the AND to add another condition
A Condition Generator =10] =]
Step 1- Choose field from list Step 2-Choose operator Step 3 - Enter comparison value <Enter>
- and press <Enter> ACTIVE
Ermail 2
Ema?l 3 © Equals Step 4 - Connector (Optional) <Enter>
Email 4 " Equals Exactly 15
ClUL Residential or Cormmercial Coc " Does Mot Equal o
Cl. Contract Custorner? 1~ |z Greater Than =
Custom Letters " Is Less Than Mote: "Equals" compares from left to right
\[‘:'\:';mm Mumbers i« Contains until & match iz made. "Equals Exacthy"
- matches the entire string of characters
- ipha 1 " Does Not Contain eactly. .
™ lalpha 2 End Result:
Alpha 3 CUSTOMER. STATUS = "ACTIWE" =
Alpha 4
Hurmeric 1
Mumeric 2
Date 1
Date 2
Date 3
Date 4 =

CL. Credit Limit

ClU.Custorner Status

ClU.Reason For Custorner Status
ClU.Contact #1 Marne

CU. Contact #1 Address
ClU.Contact #1 City and State
Cl.Contact #1 Zip Code

=l

Add another condition

Use this condition

Cancel this process

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

Add another condition

ner Status

Use this condition

5
id State

Cancel this process

I |

1e

Choose the Job number
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C

hoose !'Equals”

Enter the number !1" into the comparison value.

ﬁ Condition Generator

Step 1 - Choose field from list

ClU.Customer Flag
Cl Estimate Flag
ClU Wendor Flag
CU.Employee Flag
ClU. Employee D

ClU.Customer Start Date
ClU. Last Activity Date
CLI. Staternent Mote

JE.Job Murnber

LJE. Custormer Mumber
JB.Job Mame

B Mext Scheduled Visit
B Last Visit Date

B Frequency

B Crew #

JB.IMap Location
B Tax code on Job

CU.Tax Type for Manthly Payment=l
ClU.Charge Service Charge?

ClU.Custormer Type (User-defined)

Step 2-Choose operator
and press <Enter>

Step 3 - Enter comparison value <E

1

& Equals

" Equals Exactly
" Does Not Equal
" Is Greater Than

Step 4 - Connector (Optionaly

& fand]

("gr

<Enter>

" Is Less Than
" Contains
" Does Not Contain

CULGL Credit Acct. Mumber
CLLGL Debit Acct. Mumber
CLLQBE Credit Acct. Murnber
CU.QE Debit Acct. Mumber

B Routing Sequence Mumber

End Result:

Mote: "Equals" compares from left to right
urtil & match iz made. "Equals Exactly”
matches the entire string of characters

exactly.

CUSTOMER. STATUS = "ACTIVE" AND JOB.JOBNUM =1

Add another condition

Use this condition

Cancel this process

Press the !Use this condition" to save it.

Press the 'Make List" button and choose !To Word"

IProposaH vl

Hew |

Choose Data Base Set:

e

& Cust and Joh

ﬁ Output Destination

-_w.EEi

Report Output

 To Printer
¢ To Screen
 To Ascii File
¢ To Database
~

TEMP

L

I

Proceed

&°

Return

FETING CUST
[ _ST,CUSTO

Sort by

[customer num

Make List
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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

e TP

Look ir: Ia terge Documents -l & e B~

-
All Customers. doc

Find Existing |.-‘-i|| Cuztomers.doc ]

Filez af type: I *DOC j Cancel

Help

bk

Code Fage..

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"

Gave Az |
Save in: II:l Merge Documents j - | Q [ * Tools -

% ~o4l CUSTOMERS, DOC

&l Customers,doc

File name: IP'rl:lpsa| 1.00C j E Save I
Save as ype: I'u'u'u:urd Document (*,doc) j Cancel |
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Now, lets add some text to ='ve us the info foritite
EE. PROPSAL 1.DOC - oft Word = X

JElIe Edit “iew Ingert Foimat Tools Table ‘Window Help ﬂ
ng’:g|§|g‘n-‘%|ﬂ 7« [3) 2| Nomal - idl -12-|BI

JInsertMelgeFle\dv‘ InsertWord Field = | %2 MW 4 |T | M ‘

[x]

B 85 8g Merge.--‘ﬁ = .
iz, e

R R

Property Services
. 2 Prosperity Drive
. Anywhere, MD 20854

<hill_names

- <bil_c_o»
zhaddresss
«heity_ste_«bzips

«greetings

This is a nice rarketing letter that we want to send you because you are our
customer.

- Lastyearwe performed the following service:
- «jobnarmes

_ At a price of: <amounts

- Fara maximuren number of irmes: «maxs

Sincerely,

Joe Servicerman
. President
= Propetty Services

JD_lankc-j‘Anghapes'\\DO 4l ‘&vivév eEna.
[Page 1 e L 1t [AtsP Lz ol [REC [Te BT [ovR [ EE

148



Either press the <<abc>> or Merge the documentdorghat it looks like.
&l PROPSAL 1.DOC - Microsoft Word ==

JFiIe Edit Wiew lnzett Format Took Table Window Help
BIUD|====

DS2HS & Ll v- o= 32
] T 12345_

ENES

JNnrmaI - il .12 .

Inset Merge Fiekd ~ | Insertwiord Fisld - |7 14 4| 5 ‘ yoM BB 9 % Meoe |

Property Services
2 Praspetrity Drive
Anywhere, MD 20854

Mrs. Susan F. Fischer
Bill Clintan

9360 Scully Road
Anylowen, WD 55501

Dear Mrs. Fischer
This is a nice marketing letter that we wantto send you because you are our
customer

Lastyearwe performed the following service:
Mow & Trim All

At @ price of § 85. per Service
|

For a maximum number of times:27.

Sincerely,

Joe Servicemun
President
Property Services

oM E
JDW NNOOE4@E &-ZL-A-==8 .
[Page 1 Sec 1 i [Ats5e” nzs coi IEI_IWW Ox

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

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

77A User Defined List - o] x|
Choose Setup Choose Data Base Set: ﬁ
Proposal 1 f" Customer and Job o
Report Output ﬁ
Return

 To Printer

FETING,CUST
¢ Ta Screen v_ST,CUSTO
|| "~ To Ascii File -
" To Datahase
e

" To MS Word Document

Proceed |

— |TEMF

Sort by ||

Make List I

Press the 'Proceed" button
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Save in: | ‘-4 YFP_CLIPPro o]« 5 E3-

_1Emp 1 gallery C1INT_REP

| Dave 3 Graphics CILue

" 1DEF COHST CIMAINDEF
1 DEITech COHTHML T M&PI Files
" DiougH enning [ Images [ b apz

" fouzpeaker 1 Instal CIMEM

-3 FouyClazzes [ INT_EMPF 7 kerge Docume
1] |

Eucel File: Save

Save az bype: |z j Cancel

Help

bl

[Code Fage...

You can save it to the same name as before (teshp.xI

Answer !Yes" to the Open Excel question and we Wélplaced right in Excel with our data alreadyrauk
Yisual CLIP

@ Open Excel with the new file?
Hao |
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icrosoft Excel - TEMP XLS

~=5] x|

J File Edit ¥iew Insert Format Tools Data Window Help =18 %]
DEEdS8RY $B@ - &= 4A 4 M@ 2 EREICE y BB -A Y
j =| bill_narne
A [ B C | D [ =
1 |bill name Inum  greeting bill c_o baddress

| 2 |Wictor Gonzalez 100 Victor Gonzalez 123 Oak Awe
| 3 |Ed King 103 Ed King 123 Maple 4
| 4 |Mrs. George Cress 1001 Dear Mrs. Cress: 3789 Barton
| & |Mbd Bank 1002 Dear Greg Cote: Attn: Greg Cote 900 Tower C
| B |Mrs. Susan F. Fischer 1003 Dear Mrs. Fischer. Bill Clinton 9360 Scully
| 7 |Mark Fettrnan, M.d. 1004 Dear Dr. Fettman: 1375 Barton
| 8 [Mr. & Mrs. Henry Gomberg 1005 Dear Mr. & Mrs. Gomberg: 430 Hillspur
| 9 |Mrs. Jay B. King 1006 Dear Mrs. King: 15201 Englic
| 10 |Dr. T.r. Meadows 1007 Dear Dr. Meadows: P.o. Box 131
| 11 [Mrs. Robert Coach 1009 Dear Mrs. Cooch: 2701 Dalevie
| 12 |Mrs. llona Lyttle 1018 Dear Mrs. Lyttle: 2520 Morth €
| 13 \Mr. E.s. Clark 1020 Dear Mr. Clark: 36548 Deerfic
| 14 |Wr. Roy uir 1021 Dear Mr. Muir: 739 Ridgem

| 15 |Mrs. Mary Hughes 1022 Dear Mrs. Hughes: 6262 Robins—
| 16 |Dr. Ramero Hernandez 1023 Dear Dr. Hernandez: 2896 Devone
| 17 |Dr. l.a. Smaokler 1024 Dear Dr. Smakler: 505 East H
| 18 Mrs. Ann Martin 1025 Dear Mrs. Martin: 3650 Winde
| 18 M. William Dobson 1026 Dear Mr. Dobgon: 3350 Gedde
| 20 |Mr. Edward Glass 1027 Dear Mrs. Glass: 1320 Glends:
| 21 |David Learned M.d. 1028 Dear Dr. Learned: 2508 Londaor
| 22 |Rebecca A Boylan 1029 Dear Rebecca A Boylan: P.o. Box 79
| 23 |Mr. Jim Jeffries 1030 Dear Mr. Jeffries 2711 Holyaok
| 24 \Mr. Jack Spangler 1031 Dear Mr. Spangler: 3605 Walde
| 25 |Mr. Stewart M. Gardan 1032 Dear Mr. Stewart Gordon: 3621 Walde
| 26 |Frof. George J. Siedel 1033 Dear Prof. Siedel: 2103 Devans
| 27 |Dr. Owide Pormerleau 1034 Dear Dr. Pomerlesu: 2101 Devone
| 28 |Paul Lichter h.d. 1035 Dear Dr. & Mrs. Lichter: 2720 Halyak
| 29 \Mrs. Kristine Kipka 1036 Dear Mrs. Kipka 449 East Mi
| 30 Mrs Ruth Fenn 1037 Dear Mrs. Fenn: 11749 Cragp
| 31 |Mr. David Carr 1035 Dear Mr. Carr: 2149 Fair 5t
| 32 \Mr. 51 Long 1039 Dear Mr. Long: 5798 Fox H
| 33 |Mr. David Williams 1040 Dear Mr. Williams 5320 Pine C
| 34 |Mrs. Richard Willing 1041 Dear Mrs. ¥Willing: 1545 Chalm
| 35 Mr.brooks Hughes 1042 Dear Mr. Hughes: 1615 Chalm

=T TP L PNV mg W | 1 el 404 T n] el 1 Al [=t=Ta L T S
[ (b, TERP [1 | |

Ready 1 | ] v I o
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Find the Amount column and press the column hetadeighlight the whole column.
2 icrosoft Excel - TEMP.XLS

J Eile Edit “iew Inzert Format Tools Data Window Help

DEHa 8RY ¥ 2@ - @ = 44 imD 2w -0 - BZzuE=
J1 j =| amount

G [H] I kLM N [ o [ P [ a [ R =

L1 |bzip jobn jobname amount adjust mir max -
| 2 |20854 1 Mew Job 0 0 0#
| 3 |=0854 1 Mow & Trim All 0 0ooo
|4 |55501 1 Mow & Trim All 40 02426
| 5 |55501 1 Mow & Trim All B3 0ooao
| 6 |55501 1 Mow & Trim All B5 02527
| 7 |55501 1 Mow & Trim All 58 0ooao
| 8 |55501 1 Mow & Trim All 3B 0ooao
| 9 55501 1 Mow & Trim All 32 ooao
| 10 {55501 1 Mow & Trim All iE] 0ooao
| 11 |55501 1 Mow & Trim All a1 0ooo
| 12 |55501 1 Mow & Trim All 37 ooao
| 13 |55501 1 Mow & Trim All =15 0ooao
| 14 155501 1 Mow & Trim All [sie] ooao

|15 |55501 1 Mow & Trim All 27 ooao L
| 16 |55501 1 Mow & Trim All 29 02527
|17 |55501 1 Mow & Trim All 29 02527
| 18 |55501 1 Mow & Trim All 29 0ooao
|19 |55501 1 Mow & Trirn Al - Inner 22 ooao
| 20 |55501 1 Mow & Trim All 21 ooao
| 21 |55501 1 Mow & Trim All 28 0ooao
| 22 |55501 1 Mow & Trim All 45 0ooo
|23 |55501 1 Mow & Trim All 30 ooao
| 24 |55501 1 Mow & Trim All 24 02527
| 25 |55501 1 Mow & Trim All 24 0ooao
| 26 |55501 1 Mow & Trim All 24 0ooao
| 27 |55501 1 Mow & Trim All 7 0ooao
| 28 |55501 1 Mow & Trim All 27 ooao
| 29 |55501 1 Mow & Trim All 79 02527
| 30 | 20554 1 Mow & Trim All 27 022527
| 31 |55501 1 Mow & Trim All 25 ooao
| 32 | 55501 1 Mow & Trim All £5 0ooao
| 33 |55501 1 Mow & Trim All 30 ooao
| 34 |55501 1 Mow & Trim All 27 0ooao
35 (55501 1 Mow & Trim All 23 0ooao

1 M e 8 Teia 211 a m I»II_I

= zul
m ah
w
L
=3 X
2
-3
m
z
3

[T Bam=zesz [ [ [ [ [
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Press the dollar sign to format this column asenay.

icrosoft Excel - TEMP XLS
J Eile Edit “iew Inzert Format Tools Data Window Help

JDEF:E %@w‘%ﬂ|n'%2ﬁs%¢|ﬂ@?JArial - 10 - 31g|
J1 9 =| amount

G [H] I kLM N [ o [ P [ a [ R =
L1 |bzip jobn jobname amount adjust mir max -
| 2 |20854 1 Mew Job §0.00 0 0#
| 3 |=0854 1 Mow & Trim All §0.00 0ooo
|4 |55501 1 Mow & Trim All $40.00 02426
| 5 |55501 1 Mow & Trim All $E3.00 0ooao
| 6 |55501 1 Mow & Trim All $65.00 02527
| 7 |55501 1 Mow & Trim All $58.00 0ooao
| 8 |55501 1 Mow & Trim All $36.00 0ooao
| 9 55501 1 Mow & Trim All $32.00 ooao
| 10 {55501 1 Mow & Trim All $33.00 0ooao
| 11 |55501 1 Mow & Trim All $51.00) 0ooo
| 12 |55501 1 Mow & Trim All §37.00) ooao
| 13 |55501 1 Mow & Trim All $56.00 0ooao
| 14 155501 1 Mow & Trim All $63.00 ooao
|15 |55501 1 Mow & Trim All §27.00 ooao L
| 16 |55501 1 Mow & Trim All £20.00) 02527
|17 |55501 1 Mow & Trim All $29.00 02527
| 18 |55501 1 Mow & Trim All $22.00 0ooao
| 19 |55501 1 Mow & Trim All - Inner £22.00 0ooao
| 20 |55501 1 Mow & Trim All $21.00 ooao
| 21 |55501 1 Mow & Trim All §26.00 0ooao
| 22 |55501 1 Mow & Trim All £46.00) 0ooo
|23 |55501 1 Mow & Trim All $30.00 ooao
| 24 |55501 1 Mow & Trim All $24.00 02527
| 25 |55501 1 Mow & Trim All $24.00 0ooao
| 26 |55501 1 Mow & Trim All $24.00 0ooao
| 27 |55501 1 Mow & Trim All §27.00 0ooao
| 28 |55501 1 Mow & Trim All $27.00 ooao
| 29 |55501 1 Mow & Trim All §75.00 02527
| 30 | 20554 1 Mow & Trim All £27.00) 022527
| 31 |55501 1 Mow & Trim All $25.00 ooao
| 32 | 55501 1 Mow & Trim All $55.00) 0ooao
| 33 |55501 1 Mow & Trim All $30.00 ooao
| 34 |55501 1 Mow & Trim All §27.00 0ooao
| 35 |55501 1 Mow & Trim All $23.00 0ooao
T LN, 1 M e 8 Teia 211 w7 onl m I»II_I

Ready

[ Bum=gzeszon [ [ om0

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
EA Microsoft Excel - TEMP.XLS

J File Edit Miew Insett Format Tools Data ‘window Help

DeEHi SRy |izRo-|@ = £ 2 @B 2 -0 - B I U|= =
o X v =] Annual
G [ H] I [ 0 [ Kk LM N [ o | P [ a [ Fg
|1 |bzip jobn jobname amourt adjust rmin rnax |Annual l
| 2 |20854 1 Mew Job §0.00 0 0 999
| 3 |20854 1 Mow & Trim All §0.00 o o o
| 4 |55501 1 Mow & Trirm All $40.00 0 24 26

Enter the formula '=J2*M2" on the second row.
E3 Microsoft Excel - TEMP.XLS

J File Edit Miew Insett Format Tools Data ‘window Help

Deds | ERY | aR|o-|@ = £ 2 M E 2k -1 -8z U=

S A X o =[=J2mz

G |H] I [ K [Lim[ N [ o | P [ a [ Fg

| 1 |bzip jobn jobname amourt adjust min max_Annual
| 2 |20854 1 Mew Job §0.00 0 0} 999=J2"w2 _|
| 3 |20854 1 Mow & Trim All §0.00 0o o o
| 4 |55501 1 Mow & Trirm All $40.00 0 24 26
£ lccens A WA 0 T AN reo nn nonoon
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Press Enter on the formula

Now i rab the little box in the lower rii ht hand wer of the cell and i ull it down.

=8| x|

IUE==B8%, W -d-A-2
L | M N 0 F [ F—!E
min (max Annual

0 9949 III_

1 0

2 2R

i/

n-BZU|E=S=E%%, % -0-A-2

Kk [Lfm N [ o [ P [ @ [ Rz

st rmin rmax Annual
[IN==C]
a o
24 X%
o o

o

)
ot
)
=~

kb2

)
i)

eSOy Ju
omfiooocodmoooooomdoocoooooo

R
L e e T e T e e == = == == =]

o e e o e e e e e e e e e s e e e e e e
| )

Format the column as currency

Save the Excel Sheet and close Excel

154



Open Word and pull down the Tools Menu.
Mail Merge Helper

Press Create and choose Form Letters, then chamise AVindow
Microzoft Word

2

[ AdiveWindon | tewtan Docuent |
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Press the Get Data button

Mail Merge Helper

The next step in setting up the mail merge is ko specify a data source.,
Choose the Get Data bukton,

=
1 Main document

Create ™ Edit =

Merge tvpe: Farm Letters
Main document: Documentl

=
2 Daka source

et Data = i

3
Merge the data with the dacument

Merge, ..

Cancel |

Choose Open Data Source

Change the type of files to Excel XLS

Open Data Source

j ¢'|®}<ﬁ' Tools -

Look in: | (] ¥FP_CLIPPro
Brip CLe
o
Dave (I MAINDEF
S— DEF CAMAP Files
' CBITech [ Maps
- DougHenning |:I MEM
“’ foxspeaker (1 Merge Documents
Iy Documents FoxyClasses CIModels
gallery CpoF
araphics [ pka#theWEE
H5T [ 1Plans and Specs
HTML ClPRG
Images |:| Programriing Docs
Instal CIrep
INT_EMP ClrooT
INT_REP Csetup
File name: I

N

|:I Supere

CaTMp

[ Ilpdate

[ update_disks

Cwex

[ 1%FP Runtime Support Files
T wisual Clip Pro Inskall Shisld
Cavmpg

[ Jweb

[ J'wizards

TEMP L5

M5 QUErY. . | = CpEn

Files of type: IMS Excel Workshests (*,xls)

j [ select method

Cancel |

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

Microzoft Excel 2] |

Mamed or cell range:

(4 I Cancel |

Choose Edit Main Document

Now add your fields to the letter that you will uddotice that we have amount, max and annual &srop

il Document] - Microzoft Word
JE\Ie Edit Miew Inzet Format Tool: Table “Window Help

JDD”'E §|E|n-|%|ﬂ 75 - @?“Norma\ - TimesMewRoman - 12 - | B F HHEE%E% -
J Inzert Merge Figld = | Insert Word Field - <§3>(’| M 4 | 1 ‘ P M ‘ | B %3 33 Menge.. | H .
[] RN . R REE

1 2

ST

4

Super Service Corpany
) 123 Prosperity Drive
Z Lpwhere, WD 20854

Date,

¢hill rames
ehill ¢ o
chaddresss
¢heity sty sbeips

egreetings

& Here is our proposal for next vear.

Service Price Per Visits Annal Price
gjohnames earmounts EIMAS ahnmaly

Please call us to ensure un-intermupted service.

Sincerely,
Super Service Corapany

JDlaW'[%Gi AQIDShapesv\\EIO4‘@”&'&'&'5 S Ra.
| Page 1 Sec 1 1 At 73" n34 colt [REC] [TRK Exm [ove | D
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Press the <abc> button to see the fields

L-_E. Document] - Microzoft Word

JEiIe Edit “iew Inzert Format Tool: Table Window Help

JD@E|§|E|K’J*|%|T{ 757 v@’,}JNDrmal » Timez New Roman = 12
J Inzert Merge Field = | Insertword Field = | 52 | 4 4 | 1 | [ | | B By Bg Merge.. | = .

El ! CELEE DR B !

L=

Press the Merge button to merge to a new document.
il Document] - Microsoft Word

JEiIE Edit “iew |nzert Format Tool: Table Window Help

v 2 I 3 | 4

JD@H|§|E|“'|%|“ 7R v@’f’JNDrmal + Timez MewRoman - 12
J Inzert Merge Field = | InzertWord Field | %20 | 14 4 | 1 | b M | | a/ EEI gﬁ Merge... | % -

o

il

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

F3 Microzoft Excel - Book1 EEE
J@ File Edit Wiew Insert Format Tools Data window Help -|ﬁ'|5|
EHLERY|({BDRS -2 A s¢a¢|gglouofo - @),
el '10'|BIH|§ E|$/J| 00+0|*;.-

A o =]

A | B | ¢ | D

O

—

m

I F [ e [ H [+ [ J | kK [ L |

3]

e o

]
[}

mlp [b]s, Sheet1 ; sheetz £ Sheets / [4] L”ﬂ
Realy 1 o o | o o

Press the !File # Open" selections from the membi@mose the temp database that we created.
Open HE
Lok in: ID Cliplas j =) | @ > - Tools -

ey

DEstimate

|~ Hst

|1 Maindbf

DMem

dRep

2 Trop

File: mame: I j G Gpen

Files af type: IAII Microsoft Excel Files j Cancel I

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.
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Press the !*" that represents !'times"

Press the right arrow twice to choose the Max field

Press !Enter" on the keyboard to finish the caltata

166



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

172



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:
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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.

178



Your table should look like this:

179



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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