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WinSales to WinFax Pro

WinSales Versions: 4.x, 5.0

Revised: 7/11/2001

Making your merge document a fax for WinFax Pro: This will only work if you have installed the macros for WinFax Pro into your Normal.dot.  To install the macros, start WinFax Pro Messenger Manager and select Install Macros from the Tools menu.  Choose Word and the Install button to get the styles installed.
Open your letter in Word that you wish to fax and choose Edit + Select All and copy.  Select File + New + Blank Document   Once in the blank document paste your letter in creating a new document.

The fax number must be on it’s own line.  No title like “FAX: <<Fax>>” can be included or WinFax Pro will not be able to read the fax number correctly.   Highlight the <<Fax>> merge field and then go click in the upper left corner on the down arrow for Styles.  You should find a Style called WfxFaxNumber. That Style shows WinFax to read the fax number from there when dialing.  Do the same thing for the Company name so it'll pull that over to WinFax Pro too.  Once the Fax number and Company fields has been modified SAVE the document.

Next verify the winsalsed.hdr is still properly attached by going under Tools + Mail Merge to check if the Mail Merge Helper is filled out.  If the Mail Merge Helper is blank use SUP041.DOC to reattach the WINSALES.HDR file so the merge will work.  Don’t forget to SAVE the document before exiting.

One more thing to keep in mind:  If there are graphics in the document, like a picture in the upper right hand corner, remember when the data merges in the fields will expand to 40 characters long potentially…  like Address2.  Move any graphics so they will not interfere with the merge or you will end up fixing them after you have merged all the information in.

Once the document has been fixed your ready to merge the contact information….    If the fax is part of an Action Plan there will be scheduled Correspondence activities in Fulfillment Center to be merged.
Log into the Fulfillment Center and select the cells representing the documents.  Take note of the number you are merging.  Click the PRINT button to merge them.  Word should open and the document should merge correctly.  Check that the number of documents in Word matches the number in the cell that you merged over from Fullfillment Center.
If the number of document in Word is greater than in Fulfillment Center then you have merge fields that expanded and made the document more than one page for certain contacts….  You’ll need to scroll through the documents in Word and fix the data so that all documents are one page.

Launching WinFax from within Word.

Once the documents are set in Word and you are ready to fax.  In Word go under Tools + WinFax Mail Merge, you will receive a warning message that you click OK after verifying the details and it will start to send to WinFax Pro.  

Delay Sending faxes till Off-Peak hours: Once you click OK you will see a window that has the option: Fax Now, or Schedule Fax for Off-peak Hours.  Check the Schedule Fax for Off-Peak and the faxes will be queued up for 11pm.
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