CLIPxe Tips Guide - Emailing Merges
Prerequisites for this guide:
1. You must have office 2007 or higher installed and working (including Word, Outlook, and Excel).
2. You need to have a good understanding of mail merge (look at the Mail Merge 2007 manual on our
website if you do not currently understand how to use clip with mail merges).
3. You must be using Clipxe or QClipxe.

Emailing Merges with the User Defined List

1. Go to Reports>Custom reports>User Defined list.
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2. Setup the report with the fields and conditions necessary, or choose from your current reports. If you
need help with this please see the manual on Mail Merge In Office 2007 document.

For this mail merge | am just including the fields necessary to get the basic customer information on a
document (Account number, name, greeting, billing name, billing care of, property address, city, state,
zip, and the work and home telephone).
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P Choose Fields 3
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g CU.Property Name NAME I e
| |CU.Customer Number MNUM | =
[7|CU.Property Address PADDRESS IE y
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— CUSTOMER.GREETING
L = ‘ CUSTOMER.BILL_C_O

[]cu.County Code CTY_CODE CUSTOMER BWTEL
[V|CU.Billing Name BILL_MAME CUSTOMER PSTATE
7| CU.Customer Greeting GREETING CUSTOMER PADDRESS
[¥|CU.Billing Care Of BILL_C_O CUSTOMER PCITY
["|cU Billing Address BADDRESS CUSTOMER.PSTATE
[]CU.Billing City and State BCITY_ST CUSTOMER.PZIP
[T|cU Billing Zip Code BZIP
[|cuU.Home Telephone BHTEL
[C|CUWork Telephone BWTEL
[—[cu.Property Group Code P_GRP_CODE
[C|Cell Phone PAGER
[T|CU Fax Phone Number FAX
[]CU.Custom Letters CUSTOMCHR
[“|Property Area CUSTOMNUM - &g




For this example | am just using a condition of customer status is active:
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CU.Email Invoices/Statements
Customer.Password
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CU Customer Status Add another condition
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CU Residential or Commercial ¢
CU.Customer Type (User-define

CU.Charge Senice Charge?
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So here is the information that | have under the User Defined list:
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3. Now click on the make list button on the user defined list.

] CUSTOMER.STATUS = "ACTIVE™

:] customer.num

[ Make List ] ) Memorize it ]

This pops up the Report output list. Choose the "To MS Word Document” option. Then click on the
"Emails" option (note that this is only in the 7.0.2521 version or higher).
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Conditi
() MapPaint

TEMP
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Clip will ask you if you want to open an existing document. For this example | will click on no and create
the merge from a blank document.
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Now Microsoft word opens up with my new document:

1) - (5 ) co— — ~ Documentl - MicrosoftWard = B )
Hi @ |

iome Insert Page Layout References [ Mailings l Review View Add-Ins
= = Iy 2 = |
@l 3 -m 7, ;j % 2 Rules 5%5 H o4 > M
x L - &% Match Fields ¢2]Find Recipient
Start Mail  Select Edit Highlight  Address Greeting Insert Merge Preview
Merge ~ Recipients - Recipient List | Merge Fields Block  Line Field~ (4] Undate Labels || Results | B Auto Check for Errars
Start Mail Merge Write & Insert Preview Results

Envelopes Labels

el
Create Fields Finish

Page:1ofl | Words: 0

Insert your merge fields and format as shown in the Mail Merge with Office 2007 manual.
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Property Services
2 Property Drive
Success, US 00100

Regardingyour property:

«paddress»
«peity», «pstate_b» «pzip»

«greeting»

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

like to remind you to continue to buy more products from us]

Sincerely,

Joe Sewviceman
President
Property Services
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Click on the "Finish and merge button" Then click on the "Send Email Messages..."
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Then make sure that the "To" field has the "email” field in it.
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Type out the subject line as you want it to appear as the Subject for the email.
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Choose the "Mail format" from the dropdown list.

Merge to E-miail @Iﬂ

Message options
Tao:

Subjectline: |_awn Servicing - Property Services
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Sendrecords  [pigin text
@ Al =

() Current record

email [~]
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The 1st option "attachment" will include the email as an attached word document in the email.

The second option "plain text" will send it with only the text in the email. This should not be used if you
have pictures in your document.

The third option "HTML" will send it with your document inside of the email, and it will include any pictures

inside of the document in the main body of the email. This usually the best way to send to document. If
you send a document with pictures using the "Plain text" option it probably will NOT work.

The customer will receive the email in their inbox. This is an example of a "HTML" mail format.
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Dave Tucker

This is a nice marketing letter that we want to send to you because you are a customer. We would also like
to remind you to continue to buy more products from us.
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sincerely,

Joe Sarvicoman
president
Property services
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Using Email Mail Merge With the "Create Merge" option in CLIPxe

1. Open up Clipxe and go to the Reports>Custom reports>Create Merge
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2. Setup the merge, then click on the "Create Merge" button.

Customer List

&

g Create Merge Data Base @
NOTE:

This program is designed to create a database called "Merge dbf"
Return

that will contain information from both customer and job and
will therefore be useful when mailmerging with a word processor

such as Microsoft ® Word. You will be able to get information

about the customer and the jobs he has had in the past year

This database can be used to print proposals for the new year.

WARNING: This function will create a large database that will

take up a lot of room on your hard disk. You should erase

this database when you are through using it.

Current Disk Space Available: 605427 Megabytes
Path and directory where Merge.dbf will be:

CACLIPSTUFFDAVEY'\CLIPVCLC_2-1-10\CLIPVY
| Change Target Directory

]
4 Create Merge

Create Microsorn vwoia man Merge Document!




3. When choosing the fields be sure to include the "CU.Customer Email" field.

ﬂ Choose fields (Double Click on the fields you want to choose)

Choose Fields Fields Chosen 7
CU.Employee ID - H#3 cU Property Name | -
CU.Statement Mote | [cu customer Humber Return)

CU.Additienal Customer Phone #
CU.Additional Customer Phone #
CU.Additional Customer Phone # |
CU.Additional Customer Phone#'i'
CU.WebSite

CU.Email Statement? 1 [ ]uB.Jon hiumnas

CU.Email Description JB.Charge per Job

CU.Customer E-Mail Extra1 CU Customer E-Mail Address
CU.Email Statement? 2

CU.2nd Email Description

CU.Customer E-Mail Extra 2

CU.Email Statement? 3

CU.3rd Email Description

CU.Customer E-Mail Extra 3

CU.Email Statement? 4

CU 4th Email Description

CU.Custemer E-Mail Extra 4 - -

. CU.Property Address
| |cu Property City

| |cu.Property State

| |cu.Propery zip

| |cuTaxidArea

[ |cu.county Code

4. Choose the other options that you need along with your condition, and create the merge. Clip will
process your selection and then open a word document.

Insert your merge fields and format text etc. as shown in the Mail Merge with Office 2007 manual.
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Success, US 00100

Regardingyour property:

«paddress»
«pcity», «pstate_b» «pzip»

«greeting»

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

like to remind you to continue to buy more products from us]

Sincerely,

5| TJoe Servicoman
- President
Property Services
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Click on the "Finish and merge button" Then click on the "Send Email Messages..." From here on out it is
the same as the instructions for emailing on page 5 of this manual.

You can use the Email mail merge functions for emailing company newsletters, up sell letters, and other
marketing letters right to your customers inbox!!



