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Learn About MailMerge 
 

Microsoft Word templates are stored in a Templates folder in the Microsoft Directory  

ParishSOFT templates are stored in a Templates folder in the ParishSOFT Directory .                   
The location of this directory will vary, based on the location of your database.  

 

 Click the About  menu from your top toolbar.  

 

 

 

 Write down the Demo data path on a separate piece of paper.    

 

 

 

We will refer to this later 
in our session. 
  

 

 

 

 

 

 

 

TIP:    Write down the path of your own computer to keep as a handy reference. 
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Family Directory 
 Create Mailmerge Letter Templates 

1. Minimize your Family Directory screen. 

 

 

 

 

2. Open Microsoft Word (from your desktop or from the Start menu) 

 

 

 

3. Create the body of your letter 

In MS Access 2000 or 2003 

4. Click File  > Save As . 

5. Type the name of your document in the File Name  field  (e.g., 
Professional Letter draft dot) 

6. Select Document Template  (*.dot) from the Save as Type  drop-down list. 

7. Note that your folder name has now changed to Templates.  

In MS Access 2007 

4. Click Office Center > Save As > Word 97 -2003 Document . 

5. Type the name of your document in the File Name  field  (e.g., 
Professional Letter draft dot) 

6. Select Word 97 -2003 Template  from the Save as Type  drop-down list. 

7. Click Save 

 

 

 

In order to access your letter in the ParishSOFT program 

later, you must carefully follow the directions on the next 

page. 

    Very Important! 

     VERY 
IMPORTANT!!   
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Family Directory 
Save Your New Template in ParishSOFT 

 

1. Starting from the Save  dialog screen double-click the following links: 

2. My Computer  or Computer  

3. Local Disk (C:)    

4. Program Files  

5. ParishSOFT  

6. Templates  

7. Click Save  

8. Exit Word       
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Family Directory 
Create a MailMerge Letter 

 

1. Open your Family Directory screen. 

 

2. Click one of the MailMerge                  
buttons.     

 

3. Select your template from the displayed list of 
Templates . 

 

 

Create your letter and insert Merge Fields  where desired. 

 

 

Office 2007      
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4. Click the <<abc>>  button 
to view your merged letter. 

 

 

 

In Office 2007  - Under Mailings Option, click Preview Results  button: 

 

5. Select File  > Merge to Printer  

 

In Office 2007 ï Click Finish & Merge  > Print Docum ents  
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Family Directory 

Create E-Mail  
 

1. Click one of the Email  buttons. 

 

 

 

 

There are several features that can help us 
customize our correspondence.  Depending on 
the purpose of our e-mail, we may want to 
send an attachment.  This could be a letter, a 
form, a picture, or some other graphic. 

 

2. Place a X checkmark in the CC box to 
send a copy of the email to your email 
inbox. 

 

 

 

3. Place a X checkmark in the 
Personalize  Message  
box. 

 

 

 

 

 
 
Note that two new fields are now displayed, Tag Name  and Last Name .  E-mail may be 
personalized by selecting one of these two options. 
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Family Directory 
Create Email, cont. 

 

 

1. Click the View Recipients  button. 

 

 

 

 

 

 

 

 

 

2. Deselect any e-mail recipients from the list. 

 

 

 

 

 

 

 

3. Type in your message, and click Send.  
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Family Directory 
Create an Envelope Template 

  Save Your Template in Word  

Begin by opening Microsoft Word to a blank document 

 

1. Click File > 
Save As . 

2. Type Template 
Starter.dot in 
the File 
Name  field. 

3. Select 
Document 
Template  
(*.dot) from the 
drop-down list 
under the Save 
as Type  field. 

 

4. Save your document in Word by clicking the following links: 

 My Computer  

 Local Disk (C:)  

 Program Files  

 ParishSOFT  

 Clients  

 Demo  

 Templates  

5. Click Save . 

6. Exit Word. 

Now go back and open up to your Family Directory screen. 

TIP:  Our support department can also email you the envelope template. 
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Family Directory 
Create an Envelope Template 

  Proceeding with MailMerge 
 

Your Family Directory screen should now be displayed.  We will create an envelope for one family. 

 

1. Click the single family MailMerge  
button. 

 

 

 

2. Select Template Starter  from the list 
of templates. 

 

 

 

 

 

 

3. Click the Mail 
Merge Helper  button.  

 

4. (or you may click  Tools  > Mail Merge  from the top toolbar) 

 

 

5. Click Create > Envelopes . 

6. Click Change Document Type.  

7. Click Setu p  > OK . 
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Family Directory 
Create an Envelope Template 

Finishing MailMerge 

 

8. Click the Insert Merge Field  button and choose the 
appropriate fields for your envelope 
(e.g., Mailing Name). 

9. Click OK when you are finished. 

 

 

10. Click the Change Document Type button. 

11. Click Close . 

12. Click File  > Save As .  

 

 

 

13. Select Document Template from the 
drop-down list under the Save as 
Type field. 

14. Type the new name of your document in 
the File Name  field. 

15. Now save your document in ParishSOFT by clicking the following links: 

 My  Computer  

 Local Disk (C:)  

 Program Files  

 ParishSOFT  

 Clients  

 Demo  

 Templates . 

Click Save and exit Word. 
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Family Directory 
Using the Envelope Template 

 

To Create One Envelope: 

1. Click this MailMerge 
button. 

2. Select Envelope  from 
the list of Templates. 

3. Click Op en.  

4. Click  <<abc>>  until the address appears.  

5. Print your envelope 

6. Close Word. 

 

 
 

 

To Create More than One Envelope: 

1.  Click this MailMerge  button. 

2. Click ñYesò to MailMerge all in group, 

ORé click ñNoò to MailMerge 
only those without Email. 

3. Click ñYesò to print out alphabetically,   

    ORéclick ñN0ò for zip code sort. 

4. Click No.  

5. Double click your envelope file. 

6. Click Open.  

7.  Click the <<abc>>  button twice to preview. 

8.  Click Merge , and choose your options from the dialog box. 

9.  Print your envelope. 

10.  Close Word. 


