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Click on “Reports Menu” 
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Enter “Appointment Expiration Date” 
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Select “Mail Merge Reappointment Letter” you require. 

 



EBCTS© 

Mail Merge Instructions 

Property of   IMAS LLC. Not for reproduction without permission          5/14/2012 Page 4 of 10 

I:\486backup\My Documents\TCS(tm)\TCS Documents & Memos\Application Manuals\EBCTS Manual\EBCTS Mail Merge 

Instructions.doc 

 

 

 

 

Click “YES” 
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Click on “Mailings” 
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Click on “Select Recipients’”, then click on “Use Existing List” 
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Go to EBCTS folder on YOUR C: drive 
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Select the front-end “EBCTS.MDB” 
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Click on “View Merged Data” 

 

Merge data can be viewed and paged through by clicking the arrows right or left. 
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Click on “Finish & Merge” then select “Print Documents” to complete processing. 

 


