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1) Mail Merge Work Shop

Four Steps

1. A simple Mail merge using the CLIP Customer D&t 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 Malil Merge that uses information from CLIP cugomers and the first job
and Word to show pricing.

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

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

Requirements:
In order to work through these examples you must have CLIPxe with customers and jobs loaded up. You
must have Microsoft Word and Excel. In the examples we use Office 2007.



Mail Merge Decision Tree

When you want to use Word to format either form letters, labels, cards or any other printed document and
you want to use the information from CLIP it is very easy.

There are a number of different ways to do this. Your end product desire will determine how best to
approach this exercise.

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

Look in the in your manual under Database Structures and see if
you need information from Customer and job or only from
Customer.

/Do you need only Customer information?

/ AN
Yes
NO 1 want Job

/ Information as well.

Do you want to limit the
names down to a chosen

few? —Y —
Will you want multiple jobs on
J. \ a page? (Inthe case of
proposal generation, you
Yes No would want multiple jobs on a
/, page.)
Use User-Defined List with onl — B
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 l
to limit your merge file to only You will need to use *
the customers that fit your “Create Merge” Yoq can use User
conditions. since this is the only Defined List and
way that WORD can choose Customer and

Job data set. You can
Since you want to make a on one page with a “m'lt yorlljr sele((j:_tl_ons Iby
[ you w single customer. using the conditiona

merge on all of your functions of UDL.
customers, Lets go straight to

User Defined List and Use
Only Customer with a generic
Condition.

place multiple jobs




Step 1 — A simple mail merge to create a
marketing letter for all of my customers.



A Simple Mail merge to all my clients.
Begin with the end in mind — First make up a mock of the end result.

Check the Mail merge decision chart to see how to do it.

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

Go to the User Defined Lists
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Hit enter to save the name

Choose Only Customers as the Data Source

Choose the fields you need for the Marketing letter.



Choose the condition

We choose the condition that customer number is greater than 1000. Since our first customer record
starts at customer number 1000 we use this condition to include all of the customers.

A good way to add to this condition would be maybe adding the condition that only the active customers
be included in the list.

Now press the Make List button



Save your settings now by pressing the “Yes”.

Output your report to MSWord.

Press Proceed

If you have already saved a merge document for use with this list, you can open it but since this example
starts with a blank document, press No here.



Now you will be in Word with the merge all ready for modification (if you get an error about ODBC drivers
please install them from this website: http://www.clip.com/utilities.html)

Type out the generic items from your letter



When you get to where the customer’s name and address go, choose it from the “Insert Merge Field”



Type out the rest of your letter, adding the fields that you need to personalize it to each customer.

Press the “Preview results” button
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Press the “Preview Results” button to see the merge.

You will see the first customer
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Press the Arrow buttons to navigate through the letters and preview the results.

To print them, or edit the individual pages of your merge click on "Finish and Merge." To edit the
individual letters click on Edit individual. To print click on Print Documents.

Congratulations! You have just completed your first Mail Merge using CLIPxe and MS Word 2008!

12



Save this template so that you can use it in the next step.

Click on the Save button on your document that you created from CLIPxe.

Choose the Document, which is the one with your merge fields in it.
Pull Down the Office menu and choose the Save As option.

Save it to a folder that you will remember later on. You can create a new folder in your CLIPxe directory
to hold these documents.

Name it the same as you User Defined Report — All Customers
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Step 2
A more complex Mail Merge that uses Visual
CLIP’s 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 customers to only “Active” ones.

In order to limit our customer list down to only the “Active” customers, we will have to use CLIP to produce
a limited list of customer records to use in Word.

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

Open CLIPxe and go to “User Defined Lists...”

Open the “All Customers” that we created in Section 1.

Press the “Condition” button to limit the list to “Active” customers.
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As a condition, choose “Customer Status” by double clicking on it.

Click on the “Equals” operator, and then enter the word ACTIVE under step three.
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After hitting <Enter> on the keyboard, choose the “Use this condition” button.

Since we do not need any other conditions for this mail merge, all we need to do now is to export it Word

Press the “Make List” button.
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Choose to “save the settings”

Choose “To Word” as the output.

CLIP will ask you if you want to open an existing document, answer Yes to this and search for the All
Customers document that we created in the first session
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Perform the Merge and you are done!
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Now let's go back and create the same merge letter but now only for customers and have not had any
activity in the last year.

We can use the same set up as before, All Customers and just 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 past (Last Year). “This means find the customers whose
activity date is older than a year ago.”

Press Enter,

Press the “Use this condition” button.

Now Make the list and output it to WORD.

Choose the document that you already have set up: “All Customers”

Merge your document and you are done!

Now you have a letter that is ready to go out to all of the customers in your list that have not been active

since last year. You could enhance this to include only customers that have a certain letter in one of your
custom fields.
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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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B Creating a Proposal that shows one job with the p rice.

Based on the decision tree, we want customer and job information, since we are only using one job, we
can 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 “Fields” button to choose the customer and job fields we will need for this proposal.

Choose these fields as listed in the box on the right.

The fields that we have listed are the ones necessary for getting the name and address along with the
min and max and charge per job.

Push the “Return” button.

Push the “Conditions” button and enter the condition for only the “Active” customers.

Your screen should look like this:
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Press the AND to add another condition

Press the “Add another condition” to add only job # 1

Choose the Job number
Choose “Equals”

Enter the number “1” into the comparison value.
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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 existing document, press the “Yes” button and choose the
“All Customers” document that we created in Session 1

Press “Okay” and now Word will start up with the same document we have been working on.

Pull down the Office Menu and press Save As to save this to the new report called “Proposal 1”
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Now, let's add some text to give us the info for the job.
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Press the "Preview Results" or Merge the document to see what it looks like.

Congratulations! You have just completed the beginnings of a proposal. Now we need to make it look
better and add some fields with calculations on them. To do this, we will first export to Excel, then make
some new columns and use Word to format the numbers.

29



Press the “Make List” button and choose “to Excel”

Press the “Proceed” button

You can save it to the same name as before (temp.xIs)
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Answer “Yes” to the Open Excel question and we will be placed right in Excel with our data already
opened.

Find the Amount column and press the column header to highlight the whole column.
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Press the dollar sign to format this column as currency.

Stretch out the Min and Max columns so that you can see the numbers inside of them.
Add a new column

Name the new column Annual

Enter the formula “=J2*M2” on the second row.
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Press Enter on the formula

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

Format the column as currency

33



Save the Excel Sheet and close Excel

Open your "Proposals 1" document.

Press Step by Step Mail Merge Wizard, then click on "Select a different list..."
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Select your "Temp.xls" excel sheet.

Excel will ask you which table it is on. You saved it on Temp$ sheet, select that table

Now add your fields to the letter that you will use. Notice that we have amount, max and annual as
options.
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Press the "Preview Results" button to see the fields

Press the Finish & Merge button to Edit Individual documents.

Congratulations! You have just completed a rough proposal!
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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 EXCEL with three options for the customer to choose
from.

Open Excel

Press the “Office button — Open” selections from the menu and choose 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:

Lets work with the charge per job to come up with three different programs for each customer.

1. Pay by the service — pretty straightforward

2. Pay by the contract — we need to take the cost of the service multiply times
the Max, divide by 8 months payments

3. Pre-pay for the year — take the charge times max, subtract 5% for pre-pay
and have the discount and the amount show.

Create a new column in Excel next to the amount field.
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Click on the header of the Min column and press the right mouse button.
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Press the Insert option for a new column.

Name the new column “YEARTOT” for yearly totals.
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Enter the formula for this cell by pressing the “=" sign and then using the arrow keys to choose amount
field to the left of yeartot.

Press the “*” (hold down shift and press the 8 key on your keyboard) that represents “times”

Press the right arrow twice to choose the Max field.
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Press “Enter” on the keyboard to finish the calculation.

Click on the new field that just got filled in.
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Click on the square at the lower right corner of cursor box and pull it down to the end of the list. This will
copy the formula down and fill in all the Yeartot fields.

Release the mouse button and the numbers will fill in.
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Page Up back to the top so that we can devise the new fields.

Create a new column called “MONTHLY” for the monthly payments.
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In the first empty field use the “=" sign to start out the formula.

Use the arrow keys to choose the yearly amount.

Press the forward slash “/” to denote “divide by” and enter an “8” after that.
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Type “*1.05” to add 5% for paying it over a time period.

Press <Enter> to record the formula.

Now, put the box in the first row and pull it down using the mouse and the square on the lower right hand
corner.

Title the next column as “NEWMPAY” for New monthly payments.
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Enter the formula as “=L2*8" to give us the new yearly amount.
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Pull that formula down to fill in the yearly amounts if your customers all went for the monthly contract.

Create a column for pre-pays. Name it “prepayamt” for the prepay amount that they will have to send
you.

Enter the formula as above and then pull it down.
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Label the next column “DISCOUNT”

Enter the formula like this:

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

Pull the formula down

Format each column to be $ so that the formatting for currency will carry over into WORD.

Click on the header of each column and then press the “$”
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Change each of the columns that are dollars to the currency format.
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Use the “File — Save As” pull down menu to save your spreadsheet with a new name.

Change the type to Microsoft Excel Workbook and press “Save”
Close Excel and open Word.

Go through the mail merge and enter all the customer fields.
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To find your data source, navigate to the CLIP directory and change the file type to Microsoft Excel
worksheets. “Temp” should show up as a file to choose from. Choose it and then enter the merge fields.

Now choose from the merge fields to place them on the document.

When it comes time to enter the information, use the table form to make sure the information is properly
aligned.

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

Piece of cake!

Lets go back to the excel sheet and do some math to figure 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 see how much money we could gross if everyone chose
option # 1 (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, meaning that they are too small to hold the numbers.

Adjust the column widths to hold the numbers.
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We can find out the following:
If everyone paid for the service by the time it would be 734K in gross

If everyone paid by the month, we would have an additional income of $96,446
with no more work.

If everyone signed up for pre-pay, we would have 698K in cash but we would be
giving away $36,741 in discounts.

Knowing this, we might want to tweak our proposal letter 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% down and 6 payments?

58



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

Why use Create Merge for proposals?

As you can see, the proposal we have generated is pretty powerful and can do most of what we might
need. The place it starts to show its weakness is that Word can only handle one job per page or letter.
This creates problems if we want to create a proposal that includes more than one job on a page.

What we will do now, is create a proposal that uses the first job as the main job and the adds additional
mowing jobs.

Data Consistency
Rule # 1, our jobs have to be set up correctly in order for this to work.

There are two things that need to be set up correctly in CLIP to help with this.
a. job numbers. Since Create Merge will create the field names based on the job numbers, the
only way we know what field to use in WORD is based on us knowing the Job Number 1
is the main Mowing or service job. All “proposal” services should be in the first 10-20 job
slots with consistency throughout. If you look at our Pattern jobs that comes shipped with
CLIP you will see that we have already started to show you how this works:

Not all customers will have all of these jobs, but the pattern jobs should have them to assure consistency
throughout the database.

b. You should set something up in the custom fields so that you can exclude certain jobs if necessary.
For example: Set up the job type field with a “MOW” for all your mowing jobs and add an indicator
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in the Custom Letters that can be used to exclude this job from the Mail merge. (Custom letters
might have an “X” in it to say, “do not merge this job”)

The whole point of this is to be able to get the computer to automatically produce proposals with little or
no input from you, the operator.

Create the Merge File

1. From the Reports Menu, choose Custom Reports — Create Merge

1. Choose a place to put the Merge File

Press the Change Target Directory if it is not what you want.

2. Press the Create Merge button to start the process.

3. Pick the fields from Customer and Job that you will need for your proposal.
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4. Press the Return button to enter the condition for the customer.

We will do this merge only on our “Active” Customers.

Choose the condition for only active customers.

5. Press the Return button to choose the fields from Job that you will want.
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6. Enter the starting job number and the number of jobs to go from there. i.e.: if you want to
start with job # 1 and go to job # 10, you would enter a 1 for the “start with job number” and
then a 9 for the “How many jobs to be included.”

CLIP will then process the information.

You will get this dialog message. You can print out the structure here. It can be helpful but since we are
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 Employees from the list by choosing to filter to only Customers.

Lets scroll over to the right to see the fields that came over from the jobs.
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Notice the field names: Num0001, jobnum0001, jobnam0001 ect....

These would be the Num, Jobnum, Jobname ect... for job # 1. Scroll further over to the right and you will
see the fields for Job # 2.

Now we can add columns and create new numbers that we can use in WORD to create the proposal.
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Once that is done, we can open WORD and construct the mail merge.

When we merge it, we get this:
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Conclusion:
There is a lot more that can be done. We hope that this started to open up the possibilities to you of how
to automate your proposal generation process using CLIP, Excel and Word.

One Extra help

1. If you are trying to get Excel to bring over the formatting (dollar signs etc.) you are using then follow
these steps:

1. Select the Office icon top left corner
2. Select "Word Options" button in the lower right corner
3. Select "Advanced" from left side
4. On right side scroll down to the "General" section
5. Check the box that says "Confirm the format conversion on open". Close the screen
6. Now you need to reconnect the excel sheet for the settings to take effect. Do this by using the
"Mailings" tab at the top of the Word document.
7. Choose "Select Recipients > Use Existing List" -
a. beside where it says file name - change that from "all data sources" to "all files"
b. now locate your excel program. In most cases this will be c:\program files\microsoft office >
office 12 - then choose excel.exe
8. After selecting it a a screen will come up "Confirm Data Source"
9. Select the "Show all " checkbox
10. Choose the "MS Excel Worksheets via DDE (*.xIs)". This is towards the bottom of the list.
11. Select OK
12. All fields should now be properly formatted.
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