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Using Word and Excel with CLIP

Using Microsoft WORD and Excel with CLIP is a great combination.  CLIP
handles the data, names, addresses and such and WORD handles the formatting
and layout of the documents and Excel can do math and other data base
functions..

1. Keeping Word Documents and Excel sheets with the customer.

Office documents (WORD and Excel) can be kept in the customer's file.  This
makes it very easy to maintain past documents that you have written or Excel
Sheets that you have made for a customer.
From the File Maintenance, choose a customer you want to create or copy a
document for and click on the "Office" button.
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You can edit the document here, delete it or add a new one.  When you edit
the document you will be using WORD or Excel.
If you have "Copy Name to clipboard" checked, CLIP will place the name and
address of the customer in the clipboard.  Once you are in Word or Excel on
the document, you can use the Edit/Paste function from the menu to paste the
name and address into the document.

2. Mail merging from User Defined Lists

A powerful way to use Word with CLIP is through the User-Defined Lists.
Create a list (report) of the customers you want to print a letter for.

You can quickly and easily do a marketing letter for your customers.

Go to Reports>Custom Reports>User Defined Lists.

Choose Only Customer as your Data Base Set.
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Then choose the fields that you will want on the letter:

Now click on the "Condition" button to have CLIP pick out only the Active
Customers.



Using WORD and Excel with CLIP
/////////////////////////Visual CLIP ////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////

Using WORD and Excel with CLIP-186

Choose the Customer Status field , then click on the "Equals" button, then
Enter the word "ACTIVE" in the comparison.
Now click on the "Use this Condition".
Now click on "Make List" and let CLIP save your setup.

Now Click on the output to WORD.
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Click on Form Letters and then click on proceed.
When CLIP asks you if you want to open an existing document, answer "No"
and you will be in a new Word Document.

When you get into WORD, you can pull down Mail Merge fields from the upper
left hand side of the document.

Simply insert the fields where you want to information to go on your letter.
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When you have inserted the fields you want, click on the "Merge..." button.

Click on the "Merge" button and WORD will make up the letters for you.
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3. Using Excel from User Defined Lists

Use Excel in a similar situation when you want to use data from Customer and
Job to create a spread sheet.
Create a new report by pressing the "New" button and name it "Mowing Jobs"

Now choose Customer and Job as your data set.
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Choose the fields that we will need:

Now enter the condition for only "Active" Customers and for Job Number = 1
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Now Press the "Make List" button.
Save your report.
Now Output to Excel Sheet.

Name your file and click on the Save button.
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When CLIP asks you if you want to open Excel with the new file, answer Yes.

Now enter a formula in the next available column that looks like this:
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Pull that formula down the line using the little square to the lower left of the
box:

Name the column Total

Now go to the bottom of the list and in the first empty cell at the bottom of
the list click on the Summ function.

You now have the total for all your # 1 jobs for this year.
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4. Mail merging from Marketing Merge Report

The Marketing Mail merge report is a report designed to create a marketing
letter to send to your customers that receive a certain service or services but
do not receive some other service or services from you.    This report is based
on using consistent job numbers.

A good example would be customers that get Round 1 but do not receive
Grub Treatment.  If your Round 1's are all listed as job # 30 then you simply
place a job # 30 in the first list of numbers and you place your Grub treatment
job (# 38) in the second set of job numbers.
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Now, click on the "to MS Word Document" and click on the process.  Now you
will be placed in Word with the mail merge fields available for you.



Using WORD and Excel with CLIP
/////////////////////////Visual CLIP ////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////

Using WORD and Excel with CLIP-196

Write out your document and send it to your customers.

5. Mail merging from Create Merge Report
This report is used to help you create proposals.  You can choose fields from
both Customer and Job and export them to a Word document.  See the infor-
mation on this program in the manual.
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