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Exceeding the Information Management Needs of City and Town Clerks of New England

How to Perform the Mail Merge Function with BLS Reports

First you will need to open the reports form either by going into the “Business Licenses”
menu option off the main form and then choose “Reports” or you can simply go straight
to the “Print Menu” option off the main form. Once you are looking at a list of the
reports you can choose any three of the sorting methods (by Business name, Business
Address or Business Owner) for the “Renewal Letters” or the “Print License Certificates”
reports. Once you have selected one of the above mentioned reports you will need to
enter valid report criteria so that you return at least one record. Once you have done this
a Microsoft Word document should open.

=lBlx

License Master Listing By Business Mame
Renewal i By Business Address License Master Listing By Business Address

Renewal Applications By Business Owner

Renewal Letters By Business Name

Renewal Letters By Business Address

Renewal Letters By Business Owner

Selective License Report By Business Name
Selective License Report By Business Address

Selective License Report By Business Owner

Print License Certificates By Business Name

License Master Listing By Business Owner

Licenses By Selected Business Strest Mame:

Licenses By Selected Business Owner Name

Licenses By Selected Date Granted Order

Licenses By Selected Type of Business

Licenses with Fee Paid By Business Name:

Licenses with Fee Paid by Business Address

Licenses with Fee Paid By Business Owner

Print License Certificates By Business Address

License Date Granted wf Tax 1D By Business Name

Print License Certificates By Business Owner

License Date Granted w/ Tax ID By Business Address

If prompted click “Yes”

License Date Granted w Tax Id By Business Owner
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Microsoft Word x|
Opening this document will run the Following QL command:
SELECT * FROM " gryMailToLetters”

Data From your database will be placed in the document. Do you want ko continue?

Next you will need to go to “Tools” and then “Letters and Mailings” and then choose
“Mail Merge Wizard” (or something similar to this option if you don’t have the same
choice).
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- - 120 Main St.

: North Andover, MA 01845

T e

. North Andaver, MA 01845

~ a]

. ALL CURRENT LICENSES EXPIRE DECEMBER 1, 2002

. FLEASE READ COMPLETELY

m MWeowember 3, 2005

Z Dear License Holder:

. Enclosed wou will find your renewal application that will be considered at the Town
-+

Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend

In order to renew wour current license the renewal fee (which includes a $25.00
advertisement fee) indicated on the application must be paid in full signed and
returned to the Cumberland Town Hall cile Town Clerkds Office, 45 Broad Street,

Tt mideind Bhn de Toaland OVPEA e Tnbmw Hlmi Clakalone 200 OO0
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Make sure the option for “Use an Existing List” is checked off and then go down to the
bottom and select “Next: Write Your Letter”.

This is where you can move your cursor over to the Mail-Merged letter and change any
of the text that is highlighted in yellow or any text in general that doesn’t apply to your
Town/City. Be careful not to change any text that is highlighted in gray. (Make sure not
to alter the top of the letter that displays your Town/City’s information, the grid to the top
left of the letter that will display the business information and the line that says “Clerk’s
Name” at the bottom. These fields will be automatically populated by the application at
the end of the mail-merge).

@ License_ Renewal Letters_Selective_Type.doc - Microsoft Word
- File Edit View Insert Format Tools Table Window Help

0= o n | Gy B v - @ 100% -2 4§ Title+Underlin » Times NewRoman v 12 ~ Z @
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[c] Y 1z o34 s SEESSNC] % MailMerge T

Write your letter

If you have not already done so,
write your letter now.

«Mail & ddrly To add recipient information to
2 %W o 5 your letter, click a location in the
= «ail Addr2y document, and then click one of
7 alvlail A ddi3n the items below.
% aMailh dddy [E7] Address black. ..

F‘] Greeting line...

. * Electronic postage. ..
n ALL CURRENT LICENSES EXPIRE m-'ember 3. 2005

Il Postal bar code...

i PLEASE READ COMPLETELY % """

: El More items...

by November 3, 2005 ‘When you have finished writing
your letter, click Next. Then you

" . can preview and personalize each

= Dear License Holder: recipient’s letter,

3 Enclosed you will find your renewal application that will be considered at the Town
¥ Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend.

In order to remnew your current license the renewal fee (which includes a $25.00
advertisement fee) indicated on the application must be paid in full signed and
: returned to the Cumberland Town Hall c/fo Town Clerk’s Office, 45 Broad Street,
n Cumberland, Rhode Island 02864 no later than QOctober 30, 2002,

Pleas review the application and indicate any changes and Return the signed
application along with the fee.
35 Use an existing list

Currently, your recipients are
selected from:

[gryMailToLetters] in "Businesslicenses
Lo . I [ Select a different list...
North Andover, MA 01845

d Edit recipient list...

L ALL CURRENT LICENSES EXPIRE DECEMBER 1, 2002
FLEASE READ COMPLETELY -~

Wovember 3, 2005
i Dear License Holder:

. Enclosed you will find your renewal application that will be considered at the Towm
4 Council Meeting of November 6, 2002 at 7:30 p.m., which vou do not need to attend.

In order to renew your current license the renewal fee (which includes a $25.00
advertisement fee) indicated on the application must he paid in full signed and
returned to the Cumberland Town Hall cfe Town Clerk’s Office, 45 Broad Street,

“ Cumberland, Ehode Island 02864 no later than October 30, 2002,
- ﬂ Step 3of6
: 3
Pleas review the application and indicate any changes and Return the signed o g hext: Wirite your letber
) application along with the fee. ¥l & roviois Siatie A.R\T-_L
=sle)= 4 | LI Mext Wizard step
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Once satisfied with the changes you’ve made to the letter you can go to the bottom right
of the screen and select “Next: Preview Your Letters”.
From here you can use the arrows at the top of the screen or the arrows pointing to the
right and left on the right of the screen to navigate through your letters from the first to
the last. Once your satisfied with the results you can go to the bottom right of the screen
and click on the “Next: Complete the Merge” button.
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North Andover, MA 01845

ALL CURRENT LICENSES EXPIRE November 3, 2005
PLEASE READ COMPLETELY

November 3, 2005
Dear License Holder:

Enclosed you will find your renewal application that will be considered at the Town
Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend.

In order to remew your current license the remewal fee (which includes a $25.00
advertisement fee) indicated on the application must be paid in full signed and

returned to the Cumberland Town Hall cfo Town Clerk’s Office, 45 Broad Street,

Cumberland, Rhode Island 02864 no later than October 30, 2002.

ALL CURRENT LICENSES EXPIRE November 3, 2005
PLEASE READ COMPLETELY

Hovember 3, 2005
Dear License Holder:

Enclosed you will find your renewal application that will be considered at the Town
Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend.

In order to renmew your current license the renewal fee (which includes a $25.00
advertisement fee) indicated on the application must be paid in full signed and

returned to the Cumberland Town Hall clo Town Clerk’s Office, 45 Broad Street,

Cumberland, Ehode Island 02864 no later than October 30, 2002

wo |

One of the merged letters is
previewed here. To preview
another letter, click one of the
following:

Recipient: 1
@ Find a recipient. ..

Make changes

YYou can also change your recipient:
list:

Edit recipient list...

Exclude this recipient

‘When you have finished
previewing your letters, click Next,
Then you can print the merged
letters or edit individual letters to
add personal comments.

Step 5of 6
> Next: Complete the merge

<4 Previous NBXF wighrd sten|
|~ | Greeting line. ..

__: Electronic postage. ..
Il Postal bar code...
E Moreitems. ..

‘When you have Finished writing
wour letter, click Mext. Then you
can preview and personalize each
recipient's letter,

=l Step 4 of 6

£

o g Mext: Preview vour letkers
¥

4 Previous! Select

Mook iHinavd chan
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Now you will see the completed Mail-Merge letter and you can click on the “Print”
button to the right to bring up the printer options.

@ License_ Renewal Letters_Selective_Type.doc - Microsoft Word a = Iﬂlz’
- Fle Edt View Insert Format Tools Table Window Help ype a question for help %1%
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Completethemerge

Mail Merge is ready to produce
your letters,

Ry ! vid |

B s - &l To personalize your letters, click
Fown of North Andover "Edit Individual Letters." This wil
2 Adsin St open a new document with your
2 120 Main 5L, merged letters. To make changes
North Andover, MA 01845 to all the letters, switch back to the

original document.
Merge
< 25 print...
% ety
g t e | m MeFge to printer
| North Andover, MA 01845 ‘ o

: ALL CURRENT LICENSES EXPIRE November 3, 2005
PLEASE READ COMPLETELY

November 3, 2005
£ Dear License Holder:

Enclosed you will find your renewal application that will be considered at the Town

Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend.
X In order to renew your current license the renewal fee (which includes a $25.00 :]
- advertisement fee) indicated on the application must be paid in full signed and =
. returned to the Cumberland Town Hall cfo Town Clerk’s Office, 45 Broad Street, o Step6of6
n no later than 2 4 Previous: Preview your letters
i mbm_gu&V\ WSy T | 2 21 gy Y ""’"“"Hi,"’ E‘EE,_:\E—E— Lot il P WS BRE g -

* Final Showing Markup ~ ~ Sww'!é} P Th - )Q"LE-\ = H,
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Complete the merge

Mail Merge is ready to produce
wour letters.,

I )

, - : v To personalize your letters, click
Fown of North Andover "Edit Individual Letters." Tr:is will
S 2 Aain S open a new document with your
5 120 Main St merged letters, To make changes
North Andover, MA 01845 to all the letters, switch back to the

original document.
Merge
23 print...
Qj Edit individual letters. ..

& ALL CURRENT LICENSES EXPIRE November 3, 2005
PLEASE READ COMPLETELY

November 3, 2005
& Dear License Holder:

Enclosed you will find your renewal application that will be considered at the Town
Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend.

Tn order to renew wour eurrent license the renewal fee (which includes a $25.00
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From here you will need to determine if you want to print all of the letters, just the
current letter or from a page range and then click the “OK” button.

il License_ Renewal Letters_Selective_Type.doc - Microsoft Word ==

File Edit ‘iew Insert Format  Tools  Table ‘Window  Help Type a question for help = X
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Complete the merge

Mail Merge is ready to produce
wour letters,

z e

To personalize your letters, dlick
"Edit Individual Letters.” This wil
open a new docurment with your
merged letters. To make changes
to all the letters, switch back to the
otiginal document.,

. Merge ko Printer d |
- Merge
- Print records ————————— o .
g Print...
= al

Z Edit individual letters...
. " Current record %

: North Andover, MA 01845 el L (S
g Canc
: b

. ALT, CTTRRENT LICENSES EXPIRE Novemhber 3, 2005
PLEASE READ COMPLETELY

Meowember 3, 2005
Z Dear License Holder

Enclosed you will find wour renewal application that will be considered at the Town
Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend

This will now bring up your default printer options. This is where you can send the
letters to a printer other than your default printer or change some of the default printer
options. Once you are satisfied with your printer options you can click on the “OK”
button and the letters will be sent to your printer, completing the Mail-Merge process.
After you have printed your letters you can close the Mail-Merge letter and the
application will ask you if you want to save your changes to the Mail-Merge letter and
you can select “Yes” so that you will have any changes/updates made to this letter saved
for the next time you perform this process.
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GliLicense_Renewal Letters_Selective_Type.doc - Microsoft Word =& x|
-~ Fle Edit View Insert Format Tools Table Window Help 7T\'D-.>aquestnc~n forhelp &%
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K e ] @ % MailMerge %

Complete the merge

your letters,

Printe
Printer

Mame: 58 \\MTSERV\Panasonic FP-D350 PS (Copy 2) v Properties ' To personalize your letters, click
s =l "Edit Individual Letters.” This wil

Status: Idle. Find Printer... I open a new document with your

2 Type: Panasonic FP-D350 PS merged letters, To make changes

X Where: 10.1.1.101:PORT1 I~ Print to file to all the letters, switch back to the

. Comment:  Laser Duplex Capable Printer ™ Manual duplex. original document.

i Page range. ~Copies Merge

& all Nurber of copies: lu 5 2g Print...

€ Current page " Selection Ty Edit individual letters...
" pages: | v Collate
Enter page numbers andfor page ranges o

“separated by commas. For example, 1,3,5-12

- Print what: lDocument 4 I 20

i P k I l
Print: All pages in range 2 st =hod L B0 z
Scale to paper size: INu Scaling ~'l

Dear License -Q—pt—mﬁ-—J OKI | cancel |
N

. Enclosed you will find your renewal application that will be considered at the Town
= Council Meeting of November 6, 2002 at 7:30 p.m., which you do not need to attend.
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