[image: image1.png]WINSALES

-
clodisnihios

e






[image: image2.png]2 New Letter - Microsoft Word
Fle Edt Vew Iet Fomet Took Tabe Widow Hep
Dedan aRY [ R AR
Bao nsert Word Feld ~

41 Nomal o Ak
i

FinslShowing Markup — + 5f

I, Then.. Ese.

Merge Record #

Mergs sequence #
Next Record

Next Record T
Set Boskmark.

Skip Record T

«Dater

«Salutations,
«Stetls eStret2s
«City, «Stder T

Dear cFist|

Yourtext here

Sincerely,

«SalesReps

Kl
oawe By |agoshepess \ N IO E LS DE 2-2-A-==20d.
Page 1 Sec 1 I 3T lni6 Col13 Englsh (U.5 O




«Date»
Add Spouse/co-Contact Name to a Merge Document
WinSales Version:  5.0

Revision Date:  3/17/2005

Support Doucment:  sup261 

Question:  If my Salutation field reads, “Mr.  & Mrs. Ronald Smith”, how can I set up my merge documents to read like this for those Contacts that have a spouse or co-contact?
Mr. & Mrs. Freeman
250 Davis Rd 

Greenville, NY 10212
Dear Julie and David,

Answer:  You must use the Insert Word Field feature of If...Then…Else on the Mail Merge toolbar to insert the additional text when there is a spouse or co-contact name to be merged.  

NOTE:  If a Contact is a single person the “and Spouse/co-Contact” text will not appear on their merge document.

Three things must be in place for this feature to be implemented.

1. The Spouse or Co-Contact field names must be added to the winsales.hdr file on each workstation that is going to use the document. 
Tip:   It is highly recommended that you maintain a master winsales.hdr file on your shared network that you make updates to.  You can then email it to each user as an attachment that they can save in their C:/Program Files/WinSales folder to update their file.  This will ensure that everyone gets the same updates.  Changes only have to be done in one file rather than at each workstation.  
For instructions on how to add a merge field to the header file refer to: http://www.silentpartner.com/support/sup003.doc. 
2. The merge field must be added to your document.  For instructions on how to add a merge field to a WinSales document refer to:  http://www.silentpartner.com/support/sup160.htm.

3. You must have names entered in the Spouse or Co-Contact fields on the Contact window.

Once the merge field of SPOUSE or CO-CONTACT (or any other field you want to use) has been added to the winsales mapping file and the winsales header file follow these steps:

· Place your cursor in the position you want to add “and Spouse/co-Contact”.  Note:  There should be no space between the First Name merge field and the comma.  
· From the Mail Merge Tool bar select Insert Word Field then choose If…Then…Else.
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· In the Field name list select Spouse.  In the Comparison field select is not blank.  In the Insert this text field type a space then the word and then another space.  Click OK.
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Your document will look like this:  
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· Add the Spouse merge field in the position after the word and where your curser is blinking.  Click here for instructions:  http://www.silentpartner.com/support/sup160.htm. 

Your document will look like this:  


· Save your document.
Silent Partner
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