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Mail Merge Letters
From the menu on the left-side of the screen, click Admin, then click Fileroom > Mail Merge Letters.

Add Mail Merge Letter

1. Click the Add Letter button.

Mail Merge Letter

3K Letter Name @

Doc Type @ | <~ Select Document Type > N Insert Field @ | <~ Select Document Fields —>

Cabinet @ < Select Cabinet —> 4 Insert Field @ | < Select Folder Fields >

Date Added Date Edited Last User

2. Enter the Letter Name.
3. Enter your email message and select the Doc Type and Cabinet fields you want to add to the
message:
o If you wish to add the date to the message, use the Insert Date button at the bottom.
4. When finished, click the Save

Run Mail Merge Letter

1. Begin by going to Filing > Mail Merge Letter

2. In the Template List box, you will see a list of your existing mail merge letters. Double-Click
the mail merge letter you want to open. To filter, you can select a Document Type or Cabinet
that the template is assigned to.

3. When ready, click the Create Letter button.

Template List

+ | [ FRGoniract

Document Type | <~ Select Document Type —>

Cabinet <-- Select Cabinet -->

Hello [[*SubFicld:7*]],
This email is regarding your recent employee contract dated [[*DocField:7*]]

‘Please submit any change requests to agreement (@ lsspdms.com.

[[*SystemDate*]]

4. A pop-up window will appear for you to select the Folders for the mail merge letter.
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5. When finished, click the View Letter button.
6. When prompted, click Download Here and the mail merge letter will be downloaded to your

workstation.
Template List
Document Type | <~ Select Document Type —> HR Contract
Cabinst | <~ Select Cabinet >
A [] AEFT TR TIEEE
¢ 0 DB RAEIBS W e = am e o) EE e
St Format ot = - B 7 U|EEEE|ZE/EEA -V ke x X

This email is regarding your recent employee contract dated April 2019

Please submit any change requests to agreement @lsspdms.com

06/15:2021

Hello Harwell Leishman,

7
To download the Mail Merge Letter, Click Here

Edit Mail Merge Letter

To edit a Mail Merge Letter, double-click the letter you want to open.

When finished making your changes, be sure to click the Save button.

Delete Mail Merge Letter

To delete a Mail Merge Letter, select the letter you want to delete, then click the Delete button.
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