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personalize your form letters

SONANZA EXTRAVAGANZA

Personalize Your .m,.
Form Letters

Hey Michael,

by Kris Fong and Rod Lawton Vst wanta o chock in-and i ou how the Clonid Information Kit and Video
is working out for you. Hope you're having fun with it. Because you're one of our
valued customers, | also want to give you a heads-up on two new products

WHAT YO U N E E D :E:::;Thr:anll(;‘::.em available to the public. | know how much you like to stay

. App|eW0rks ($79‘ free with consumer Macs, First, we are the exclusive distributer of the Wammalamma Kebob Cabana—a

way-cool contraption that not only slices and grills kebobs, but also hias a

beautiful canopy enclosure that will keep you cool in the summer and warm in
www.ap ple . Com) the winter, making BBQIng possible ear round—no matter what the weather’s
like in Los Olivos. Buy before April 30th, and we'll give you 20 percent off.

Second, we are debuting an exciting wireless gadget that does sextuple duty

hich letter would you rather read —one that starts off “To whom it may e e e e
concern” or one that opens with “Dear Homer”? When you need to send Z1ar 1 Scount Yol st b T Sémice by Abr) 30 vou can oven nave the
. . . iBuddy programmed with your own 213.555.2222 phone number.

a snail-mail letter to a lengthy list of People, how you address your Please let me know if you're interested in these or any of our other products.

recipient can become the deciding factor on whether that person reads your letter el 8 D
. . . . e

orturns it into a two-point shot into the circular file. Rather than start off your
message with a generic “Hello” or “Dear Sir/Madam” you can set up your word conmy

processor to give your form letter a personal touch—automatically.

Luckily foryou, Apple’s AppleWorks contains a feature called mail merge,
which le:ts You automatically address a letFerto individ'ual people as well E'IS Form letters are so unfriendly, but with AppleWorks’
pepper it with other personal references, like the last time you and your client mail-merge feature, you can disguise generic mailings
spoke, the product or services he or she last purchased from you, and more— as more-personal letters.
even though you’re sending the same basic letter to everyone. All you need are
two files: a form letter and a contact database. Here’s how to set it all up.

Drum Up Some Contacts Youlineed to create an Define Database Fields
AppleWorks contacts database from scratch if you don’t already Fiald-Name: Field Type:
have one, orimport tab-delimited data from another database AsE e AT
like FileMaker Pro or Entourage. Launch AppleWorks and click gtﬁet Address Eii
Database in the Starting Points palette. In the resulting dialog, define the State Text
fields you want the database to display, such as first name, last name, I
phone, and so on (if you’re importing tab-delimited data, make sure to . (TR \-{-r::::her
keep the field names the same as those in your older database). Type a ¢ ) e . B
corresponding name in the Field Name field, select the Field Type from = = = Time
the drop-down menu (Text, Date, Name, and so on), and click Create. (@] i vy, makmange%
For more personalization, add fields such as the date you and the client S, Radio Buttans
last spoke, the product last purchased, and the name of the client’s Define what fields you want displayed in checbox
significant other. When finished, click Done to create the database. your contacts manager—anything from Value List
basic address information to personal ;":E'SEEI:';
blackmail material (if that’s your MO). Calailation
Summary
Finesse and Fill the Database asit (80 © My Homies (DB)
stands, your database displays names and fields in . First Name [Homer | LastName[Simpson
the order in which you created them. If you want to El FiE SR PR | Emai burger@mnmm-donut.com
alter this look, select Layout from the Layout menu Addess [666 Grocning Wey

and move content around, change fonts and colors, extend  |Resords: Ciy [Springfiekd | seefhered | Zn[12345
or shorten fields, add additional fields, or do whatever else 2 URL www.mmm-donut.com

Unzarted

Spouse's Name Warge

you want. If you’re importing data, at this point skip to step ERY
3. Otherwise select Browse from the Layout menu, and then Mistress's Name |Evil Marge

enter your contact data or paste in information from other Pets Name [-Sanla's Little Helper

contact software (Apple Address Book, Microsoft Outlook Lest Praduct [Super Duper Burger Maker Deluxe with Bun Warmer and Cheese Melter
Express, and the like). Press the Tab key to jump between Date Last Spoke 2114103 | Chest Size forfreetshins) 48|
fields, and press Command-R to start a new record. Save

your database when finished. The more fields in your contact manager, the more personal content you

can merge into a form letter.
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Make a List and Check

I T ” 0 My Homies (DB)
i i First Hame [Last Name | Email Last Product Spouse’s Hame|Pet's Hame |Street Address | Cit
t WIce For easier eyeba“mg’ .. ||| [ [Pamela :Anderson | pam@pamelaan: Fuzzy Jaguar Handcuffs Krd jg loon Milywﬁu
change the view to list multiple G| NS o8 o TS WIS W
Bitifiet ™ HEthBaLHET ﬂ% yahtleiat  Slper Sais 5y i ss (3511 i 88" VEGEs
contacts. From the Layout menu, fietiger.com  Scuifty Shampoo e
select List, which displays each record in a g T e s~ e Ranth SRSl
. . N Friax @acaddict: S Di BIS Effil Tl 150 NGHTHIN T BisE
single row and the fields in columns. If you’re o Somaner o e MAE I
Simpson T BUGEr@mimim- | SUper DUFer Burger Waker ™ Marge Santas Litle :666 Goening ™ Spingfield ¢ Afisred

importing data, drag and drop the exported ' donuteom Detixo wh Sun Mramer Helper  jway
tab-delimited file into the AppleWorks :
database to add the contacts. If you want to
change the order of the displayed fields, click
a field name in the top row and drag it to another location in the row. To avoid cutting off words

To get an overview of your
VIPs, change the database
in a column, click and drag any separation line between columns to widen the space. To extend layout to List view.

rows, click and drag any separation line between rows in the first (blank) column. To alphabetize
contacts by last name, select Sort Records from the Organize menu, select Last Name from the
Field List column, click Move, and then click OK. When finished, save your database.

Say Hello Nextup is addressing your form letter. Write Your Blah, Blah, Blahs now write
From the File menu, select New, then Word Processing to your letter. For more personalization, compose your
open a blank document (if you have your own AppleWorks letter in a Mad Libs—style layout, choosing appropriate
letterhead template, open this file instead). To begin the fields to insert from the Mail Merge palette. For
greeting, type Dear, Hello, or something similar; type a space; and example, you can write something like “l hope you’re having
then select Mail Merge from the File menu. In the resulting dialog, fun with the «Last Product»,” referring to the Last Product field
navigate to and select your new contacts database file, and click in your database. Choose fields wisely—if you mail-merge a
Open. In the resulting Mail Merge palette, select First Name (or field you’ve left blank in some database contacts, the merged
whatever you named the field with this info) from the Fields column, insertion point will show nothing in these folks’ letters. Make
click Insert, and type a comma (,). The field name appears inside sure the cursor in your document is at the exact point where
double angle brackets («¢») in the text. If you created a title field you want to insert a field, and type the appropriate space,
to designate Mr., Mrs., Miss, Ms., or Dr., insert it after Dear, press punctuation, or 6§00 T T T LR ) =
. . [ Seclcau= e oo R Corm— e
the space bar, and then insert Last Name (or whatever you named carriage return to A
the field with this info) for a more formal greeting. For quicker mail keep your letter &2 BONANZA EXTRAVAGANZA
handling when it SASRS) B SaleT Form=Narch 15 WP} formatted correctly. A )
. [arial ~] . Thy Way, Jupiter, CA
ultimately comes TR T TR R Then save the file. e o K TEme
time to stuff L e e
envelopes, inserta ey st Nemen, %
name and address lll.ﬂluﬂiﬂJAMilkyW:y, Jupiter, CA 90000 * www.bonanzae xtravaganza.com ”“"‘ = roduci .
prior to the greeting. 15 March 2003 e .
. g— : Here’s our B e e
ey emens F‘sj‘sNamiA (insert ) completed form B e e et a1
We prefaced our firstMame 0 letter. Personalized = s
greeting with our S L content will replace -
recipient’s address by L the corresponding o yuto oo commued e, otow ety
using mail merge and N = fields displayed
the appropriate fields — inside double President,Bonanza Extravaganza L
in our database. e angle brackets. [@EEmT——T1-© s
Print It Out If you want to, say, send letters only to clients in Hawaii, Mail Merge Destination
press Command-F (Find) in your database, type H/ in your State field, and What to do with the merged documents:
press Return to display only Hawaii-residing clients. Otherwise, make sure ® Send documents to printer
all clients are displayed (select Show All Records from the Organize menu), Q Save in a new document .
and then click Merge in the word processor’s Mail Merge palette. The resulting 3 Save wach final dosument on disk
dialog gives you three output choices. Select Send Documents To Printer to print Help = =
. ‘fou can send the merged documents directly to a printer, or put the merged
one personalized copy of your form letter for each contact. Select Save In A New dats into a single document on the screen or into multiple documents on the
Document to have the application create a single multipage word processor file, fick.
containing every letter. Or select Save Each Final Document On Disk to save each ( cancel ) (Econtinue)
personalized letter as a separate file. Pick your =
I Dear «Name», We hope reference and click Continue. Depending on AppleWorks lets you choose what to do with your
et e il A e e P . . i A P g . merged mail—we chose to print our bevy of letters
will hunt you down in «City» if your choice, either click Print in the resulting Print ’

you use mail merge for spamming

burposes. Sincerely, Kris and Rod dialog, or save the file or files to a desired location

for later printing.

April 2003 MacAddict 71



