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I.  Overview of Mail-merge function

Mail-merge allows you to produce multiple faxes from a single template form and a
structured data source. When performing mail-merge, you will need a Word document
and a recipient list, which is typically an Excel workbook.

0: +

Recipient list Word template

Il. Prepare recipient list
1. Arecipient list template (Recipient_List.xls) will be provided as follow. The
header of first five columns should not be changed and they represent the
recipient fax number, recipient company name, recipient name, scheduled fax
date and scheduled fax time respectively.

H 9 & s
FILE HOME = INSERT . = PAGELAYOUT. . FORMULAS - DATA  REVIEW  VIEW -
-ﬂ-D % | calibri M 9 | | EE Conditional Formatting~ | | = ||| g4
g~ B I U~ A A £ Format as Table -
Paste B~ 5 55 .4 Alignment  Number pdiier e Cells | Editing
., W (H.y O A 2 - | [ cell Styles ~ . -
Clipboard = Font M Styles -~
H7 | & | X Jx A
Header

A B | C | D |k H L |[4]
1| FaxNumber Company Name ATDate  ATTime
2|/ 912345678 Google Peter
3|/ 923456789 Adobe  Sam
4] 934567890 Microsoft Bill

Only accept English Format of ATDate: [MM/DD/YY]

character and number for
input i.e. (A-Z, a-z, 0-9)

Format of ATTime: [HH:MM] -

24-hour format
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Schedule the fax to send on specific date by entering date and time under “ATDate”

and “ATTime” column. If you want to send faxes right now, leave these two columns
blank.

2. You caninsert any data field behind the first five columns.

H ©- & = RecipientakistmissiGommebiity Mods] ~Tol! B — o/ X

HOME | INSERT. 'PAGELAYOUT _ FORMULAS . DATA . REVIEW VIEW #FA
&D % L(Ealibr: : 'ill ' = % %Conditional Formatting ~ e %
&~ B I U~ A A (4 Format as Table
Paste B - Sae Alignment | Number & rormat as i Cells | Editing
[ - ¥ [BE- DA % ~ | [ Cell Styles ~
{ Clipboard Font P Styles Inserted A
columns
F7 v i [ X W fr A
, A | B | € | b | E E L__G H [+
1 1FaxNumber Company Name ATDate  ATTime | e-mail Location | |
2 . 912345678 Google Peter peter@gmail.com US
3 | 923456789 Adobe  Sam sam@adobe.com US
+ 4 934567890 Microsoft Bill bill@microsoft.com US

lll.  Prepare Word template
1. A Word template (Word_template.docx) will be provided as follow. This Word
template contains two pages. Do not change any content on the second page.

B EH S O - Word_template.docx - Word ? B - O
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW. VIEW DEVELOPER ;
i % [owierten “f2 <& & nac By E|ETECE EE aioo. Aspbci | L
B ) = = ==n 1 | Editin
| T U (AX-ABO H. Do not change - i
Clipboard = Font M A ~
L 3-.-2-.-1-.-&--x---z‘-~3---4‘x~s 1617 these seven lines (BT RS TR B v A
<TOFAXNUM: «FaxNumber»>
<TOCCOMPANY: «Company»>
<TONAME: «Name»>
<ATDATE: «ATDate»>
<ATTIME: «ATTime»>
<PREVIEW>
<DELETELASTPAGE>

PAGE2OF2 | 14WORDS [|2 ENGLISH (UNITED STATES) %3

Word template
with 2 pages
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2. Click “MAILINGS”.

H - 4 = : H - X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW p ﬂ
i % [Comertion <[z 7|4 # [ #a- |0 S |- -5 == w8 1| /] o8
[Tz [lEoune AN ¢ A STaET R EE | AT |2 AaBbCcDc AaBbCcDe AaBbhC( |
= i T
Paste ,|B I U-aex.,” A-¥-A-BE E===2=- 25 T Normal T NoSpac.. Heading1 E; Editing
Clipboard = Font ] Paragraph 7] Styles F] ~
L 3|2|l|§-|-1|2| 30040 5 n B r T 1 8o 90 1001 Ae 1 1200 1300 140 1 1S QIIGHTEZEES [«]
4
s pear «Names,
H «“ . ” «“ ”
3. Click “Start Mail Merge” and select “Letters”.
H - O = Word_template.doc ~Word ? B - O X
HO MSER DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW F3 m
= IE - = = 3 Rules >, | M4 L B
[=7] °® / ; R | 2
C “we ) = % 0 Match Fields | O Find Recipient
Envelopes Labels| Start Mail | Select Edit Highlight Address Greeting Insert Merge Preview | . Finish &
Merge~_Hecipients ~ Recipient List | Merge Fields Block Line Field L& Update Labels | pacyjts v Check for Errors Merge
Create I 5 Letters I Write & Insert Fields Preview Results Finish ~
L =) E-mail Messages LACIC S IO S U - R A TRC - 20 - JO O U ZURCE S (O RS LS & TS C RIS Lt s L B VAR B -
] Enyelopes...
N o
S r‘D Labels...
5 D Directory
: Normal Word Document
3 (5] Step-by-Step Mail Merge Wizard...
- r
H “ . e ” w“ . o e . ”
4. Click “Select Recipients” and select “Using Existing List...”.
H 9 O s Word_template.doc - Word ?2 B - O X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW % ﬂ
= E ' =h 2 [3 Rules . M 4 A=
= E Bl 5 | | > & M >
B o 2 | ; % 0 Match Fields | O Find Recipient
Envelopes Labels @ Start Maij  Select Edit Highlight Address Greeting Insert Merge _ Preview = : Finish &
Merge -] Recipients ¥ Recipient List | Merge Fields Block Line Field L> Update Labels | peqyits [ Check for Errors Merge
Create B Type a New List... Write & Insert Fields Preview Results Finish ~
L I3-‘D UsganExistingList... I-.-s-:-7-.-s-|-9-|-1o-|-11-.'12-|-13-|-14-.-1s$|-16-|-17n|-mn
— [83] Choose from Outlook Contacts...
~
2 Dear «Namex»,
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5. Select “Recipient_List.xls” and click “Open”.

£| Select Data Source e S—

o —— .

Organize v New folder

Microsoft Word [ | vame Date modified Type

. Favorites
Bl Desktop @ Recipient_List.xls 30/6/2015 14:07 Microsoft Excel 97...
'] @ Downloads

(UF
=l Recent Places

I
-
-

|
File name: | - IAH Data Sources (*.odc:*.mdb;* Yl
Tools YI | Open I I Cancel
6. Click “Ok”.
Select Table .
| Name Description Modified Created Type
Sheefls 6/29/2015 11:07:22 AM  6/29/2015 11:07:22 AM TABLE
|
]
oo« m | »
First row of data contains column headers I OK 'I l Cancel y
| ’
L
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7. Now you can write content to this fax template and you can insert specific field
defined in “Recipient_List.xls” by clicking “Insert Merge Field” and select from menu.

H ©- O = Word_template.doc - Word 7 B - O X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW p Py 4
=E 2R 2 B BE e s | € B B

-~ a8 = = T Match Fields *  [[OFind Recipient ==

Envelopes Labels @ Start Mail  Select Edit Highlight Address Greeting = review Finish &

Merge - Recipients ~ Recipient List | Merge Fields Block  Line L> Update Labels | Regylts [ Check for Errors Merge ~
Create Start Mail Merge Write & 1Ir FaxNumber Preview Results Finish ~
L 3-|'Z-l-1-|v§-1-1-|AZ-1-3-|‘4-|-5-|<6-|-7-|- Company 12 1 413+ ) +14. 1 1SG00E6 1 ET 18
Name

~

2 email

= Location

2 Dear «Namesx,

b Fax numbe,

,E, Company

,Z Email «emai

= Location «Locations

-

H H “ . ”
8. To get a preview of faxes. Click “Preview Results”.
B H S O- Ward_template.doc - Word ?H - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEWL b

DE b R 2| B BB E gl

B & Match Fields

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge - Recipients - Recipient List | Merge Fields Block  Line Field - F; Update Labek | | Results Merge -
Create Start Mail Merge Write & Insert Fields Finish e
L 3-|-2-|-1-|-§-|-1-|-2-|-3--|-4-|-5-|-6-|-?-|-8-|-9-|-10-|-11-|-12-|-13-|-14-|-1%|-16-|-1?- z

Dear Peter,

You can click forward
Fax number 512345678

. and backward button to
- browse the result L

Company Google

Email peterf@gmail.ceom

Location U3
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9. Now you can select “Finish & Merge” and click “Edit Individual Documents...”.

Word_template.doc 1~ Word 7 EH - O pe EeEw
IGMN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW
q B D B (3 Rules - <@> M 4] 4
- = _ == B Match Fields *  [DFind Recipient
Edit Highlight Address Greeting Insert Merge Preview
~ Recipient List | Merge Fields Block  Line Field - Update Labels | Recyjts [ Check for Errors
lerge Write & Insert Fields Preview Results E‘D Edit Individual Decuments...
|-§- [ S A BN T N L T TN LT N AL T L T O NCE [ ER N & RN RIS = TR RCH . DRI LN IS LR S PO - I::E'ﬂ PErint Documents.,
Location «Location= ‘ D Send Email Messages...
CAMNOTT '_T

10. Select “All” and click “Ok”.

-
Merge to New Document M

Merge records

i) Current record

(") From: To:

814 [ Cancel ]

11. A new Word Document “Letters1” will be created.

@ d g = Lettersl - Word 7 @ - O/ %
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES . MALINGS  REVIEW  VIEW -
i CourierMNew ~[14 <[ A" A" Aa- Ao 3% [A] : i
Il ourier Mew A * A AaBbCcDe AaBbCeDe AgBbCy

TMormal = TMoSpac.. Headingl |+ Editing

-

Paste B I U-~-abex. x A-¥-A-B@

-

Clipboard = Font [P Paragraph [P Styles P A
L 3-|-2-|-1-|-§-|-1-|-2-|-J-|-4-|-5-|-6-|-?-|-3-|-9-|-10-|-11-|-12-|-1]-|-14-|-1§ﬁ|-1.6-|-1.?-|-18- -

clen 2

[Dear Peter,

Fax number 912345678
Company Google

Email peterfigmail.com
Location TS

SAMPLE

SAMPLE

SAMFLE

CRUEN U - SN B SO B N B B |

SAMPLE

SAMPLE
SAMPLE
SAMPLE
SAMPLE

P12 11y A0 90 80 T

SAMPLE
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12. Click “VIEW”.

@ E & O = Lettersl - Word ?T B - 0O X
FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW B A H
I : c Sne &= i

(g (Courier New - |14 =~ AaBbCcD: AaBbCcD:e AaBbhC(
Paste & B I U-axx 8] o ||TNormal | TNoSpac.. Headingl F Editing
Clipboard = Font [P Paragraph [P Styles [P A
L 3-|-2-|-l-|-§-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-8-|-9-|-1l]-|-11-|-12-|-13-|-14-|-1%|-1§-|-1?-|-18- ﬁ
13. Click “Macros” and click “View Macros”.
Lettersl - Word 7?7 EH - O X

ESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW _ . Fy n

/| Ruler Q [E) One Page 53 New Window [T View Side by Side EE

_| Gridlines ED [ Multiple Pages = = Arrange All [B] Synchronous Scrolling ]

[ Zoom 100% . Switch

_| Navigation Pane (I Page Width Split B Reset Window Position | Windows ~

Show Zoom Window

-1 View Macros

I'-|-§-|-1-|-2-|~3-|-4v|'S-|-6-|-7-|-8-|-9-|-10-|'11-|-12-|-13-|-14-|-1%|-16-|-17-|-!8- L__] Record Macro.,

e
14. Click “FaxMailMerge” and click “Run”.

|
[ Macros &u1

Macro name:
FaxMailMerge Eun -I
FaxMailkerge -

Step Into
Macros in: | All active templates and documents Izl
Description:
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15. Open “RightFax FaxUtil” and you should get your faxes with status “Hold for Preview”

B RightFax FaxUtil

™

.

[=e®@ % ]
File Fax List Tools Help
Print R arward to Fax Combine Split k Options Deleg Refresh
dill Efawesvl:  USER [100]

&0 Erwsnd [HKBUAD User 1 || show faxes

| © Date/Time | To/From/File | Fax Number/E-m... | Pages/Bytes [ statos | -

f’j 27742015 11:26 Sam 923456789 Covertl () Held for Preview

;] 20112015 11:26 Peter 912345678 Covertl () Held for Preview

i] 27112015 11:26 Bill 934567890 Covertl () Held for Preview
< m r ||« m ] 4

i |3faxes listed

16. Select multiple faxes and right click. Select “Status” and select “Release”

Efaxsrvl [HKBUAD\ USER 1]
All

L)]] INVENTORY
\:A} Main
;7 Trash
- g Other Users

< ] | »

Release the fax from its held state

Show Al v | faxes ‘
< 4T R M1 T D 4 |
e 2. DR, | e | -
ﬂ 27112015 11:26 Sam 923456789 Covertl () Held for Preview |
ﬁﬂ 27742015 11:26 Peter 912345678 Covertl () Held for Preview
@ 27712015 11:26 Rl Q24567000 Covert] () Held for Preview ‘
: New, Ctrl+N
Edit... Ctrl+E
View
Delete Del
Move to Folder... Ctrl+M
< | n Print... Ctrl+P )
OCR |3 faxes listed (3 selected)
— = Combi
Split...
Show History
Route... Ctrl+R
Forward... Ctrl+W

Forward to New Number...

Store in Library...

Store as Form...

I Status

Release I

Record Manual Fax...

Export Fax to eDocs...

Update Status Ctrl+K
Approve

Disapprove

L
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17. Scheduled fax will have a status “Delay Until <scheduled time and date>".

Non-scheduled fax (i.e. leaving “ATDate” and “ATTime” blank in “Recipient_List.xIs”)
have a status “Delay Until <the current time of processing >”.

.
B RightFax FaxUtil

Ty =

File Fax List Tools Help

= 8¢ @

10101
1010

View Print OCR

B X

New Fax Delete

S8 &5 o8

Forward to User Forward to Fax Route to User

2

History Cornbine Split

L & 8

Phonebock Options Delegates

A]l Efaxseel: User [100]

A

Refresh

- Efaxsrvl [HKBUAD\ User ] || Show faxes
........ Sy Al B[] P[E][R]] - DatelTime | TofFromFile | Fax NumberE-medlD | PagesiBytes St -
[_:] Main N 6110/2015 17:45 Peter 912345678 1pes @ Delayed Until 11:15 8/10/2015
o §] Trash 2 6/10/2015 17:45 Bill 934567990 1pgs @ Delayed Until 11:15 8/10/2015
B8 Other Users 2 6/10/2015 17:45 Sam 923456789 1pgs @ Delayed Until 11:15 8/10/2015
< T r ||« 11 »
| 3 faxes listed
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