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Information about the 

WINSALES.HDR file

WinSales Version: All
Revised: 3/9/2005
The WinSales Header file is attached to each of your Microsoft Word documents allowing you to process merges from WinSales.  Each user has a User Setting in WinSales (Options + Settings + Word Processing) called the FormLetterHeader where the user’s HDR file for word processing is designated.  Normally this setting is set to C:\PROGRAMS\WINSALES\WINSALES.HDR.  Since the HDR file cannot be shared by Microsoft Word, users cannot all be mapped to the same file on a network.   (Tip:  You can create a “Master” header file that is stored on a shared network so changes can be made to the master and sent to each user as an email attachment that they save to their C:/PROGRAMS/WINSALES folder to update their file. Otherwise, changes to the .hdr file must be done on each workstation individually which could be time consuming and may potentially leave room for errors).
You may only merge information from the contact window.  You can add any field on the contact screen to the WINSALES.HDR file by adding that field's column heading to the WINSALES.HDR.  The way this process works is you choose to merge and the fields in your WINSALES.HDR for the contact(s) selected gets put in a temporary file that acts as the data source for your merge with MS Word.  Remember that any inconsistency in the column headings in your WinSales database with the fields in the WINSALES.HDR and your form letter will cause MS Word to error out when processing the merges.
Notes about the WINSALES.HDR

You can only have 100 fields in the WINSALES.HDR.  If you need to use more than 100 fields in a merge you will need to create a second HDR file.

When creating new fields on the contact screen do not put spaces in the column headings.  Spaces can cause problems if you choose to add the field to the WINSALES.HDR for merges.  Do not start column headings with numbers or symbols, again they will cause problems with Word in the merge.

Modifying the WINSALES.HDR

· To add a merge field to the WINSALES.HDR file go to the C:/Program Files/Winsales directory (or the master file located on your shared server if you created one).  
[image: image2.png]Windows

] Windows canno open this fe:

Fll:  Winsales.hek

o apen this i, Windowis needs to know what program created £, Windouis
can 5o onlie to ook i up automatical, or you can manualy selectfrom a st of
programs on your computer.

What do you want to do?

O Use the ebserviceto ind the spproprists program
© et e pragran Fo A 68





· Double click the file and open it in Notepad then click OK. 
·  Choose “Select the program from a list”.  Click OK
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· To add a new field simply go to the end of the line and type: ,”Spouse” (for example).  Do not put any spaces or carriage returns in the WINSALES.HDR, just let your typing wrap around to the next line.  
· Select FILE+SAVE.
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Your file will now look like this:
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