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Mail Merge - Overview
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Mail Merge Letters
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Write a Letter

— Wil create a mail merge letter with the employee whose
detailz are currently open in the Employee Details screen

—will creste a mail merge letter for all employees in the
databaze

Will create a mail merge letter for empplovees in a pre-defined

group. See Groups on hove to creste a group of employees
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Edit Letter Template
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Changing Letter Template Title & Location
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Select a new falder to store the
letter template from the Section diop
down list.

Alternatively, click on Add to create
a new falder

K.ey in a new letter template
description in the Title text bow

The Template Mame test box holds
the location, on the zerver, where
the letter ternplate iz located . 1tz
recommended that anly an
advanced uzer of the syztem
change thiz if required.



Adding Existing Standard Letters
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Fleaze zpecify the name and the dezcription of the new letter termplate and alzo the
gection in the letters izt under which pau want the new letter template to appear.
Letter Template M ame
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«Tiles «Forenamesy «Surnames
ehddress Line 1
whddress_Line_2»
wAddress_Line_3»
€Address_Line 4=

Cear «known_Ass

It is with sincere regret that we accept vour resignation, effective as of
«Date_of_Leaving». Your work in our «Division division, and more particularly, in
the «Department» was valued and gopreciated by all,

Of course, your e eave_Remaining: days of Leave entitlerment will be paid in full.
We hope that whatsoever vou undertake in the future will be blessed with success,

Shiould vou ever wish to return 1o Ireland, be assured that vour position at
«Crmp_Compary_MNames will be there for vou,

Yours truly

aMy_Forenames» «My_Surmames
aMy_Job_Title»

«Cmp_Compary _Name:s

%

Dr. Patrick Ryan
14 Donnybrook

Bishopscourt
Cork

Dear Paddy

It is with sincere regret that we accept vour resignation, effective as of
01,/03/2005. You work in our Administration division, and more particularly, in
the Finance department was valued and sppreciated by all,

Of course, yvour 11 days of Leave entitlement will be paid in full.
We hope that whatsoever vou undertake in the future will be blessed with siuccess.

Should yvou ever wish to return 1o Ireland, be assured that vour position at ABC Ltd
will be there for vou,

Yours truly
Mary Black
HR. Manager
ABC Ltd



Printing Mail Merge Letters
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Correspondence History
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Update Correspondence A il
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Details | Ligt | Attachrnents

Date the letter was printed and zent to the
employes

Diate

Letter ISTFFTEHM.DOT — hiail Merge template name

Descriptian IS‘taff Terms and Conditions

The description of the letter which was zent to the employee. This is keved into the
Correspondance prompt dialog box, just before the letter is printed -




Attached Documents
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Topic Headings
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B Written Warning Letter - Message (P
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Scanning an Attached Document
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#'Scan animage
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