Adding a Logo and Merge Fields to a @miibpe.-ty
Letter Template in CRM

This guide provides a step-by-step process for adding a logo to a letter template in
iamproperty CRM, enhancing your branding and professionalism in communications.
Also this guide shows how to add merge tags to automatically add client data.

By following these clear instructions, you can easily customise letters for your lettings
applicants. This guide will save you time and help you maintain consistency across
your correspondence, ultimately improving your business's image.

1 When creating a letter to be uploaded to CRM the letter must be created and
saved in .RTF format. This can easily be done in MS Word or other similar software.

2  Navigate to https://crm.iamproperty.com/MyDay

2 My account

[T
»
o

@pr{:perty My day Lettings ~» Sales ~ Accounts ~ Reporting ~+ Communications

Nelcome back, Training

+ AddNewRecord View property management ) Visit help centre

varch all records

Time Name Status Name Priority Start date Due date

12:00 Test test s [ Not Started test 4 High 27/Nov/2024 27/Nov/2024
[ Not Started Contact Landlord re renewal A High 12/Jun/2025 14/Jun/2025
[2 Not Started Call back £ High 03/Jan/2025 03/Jan/2025

|2 Not Started Make Tea £ High 07/Jan/2025 07/Jan/2025


http://crm.iamproperty.com
https://crm.iamproperty.com/MyDay

3  Click "My account"

iamproperty CRM movebutler iamsold

M Myday Lettings ~ Sales ~ Accounts »~» Reporting ~  Communications [ ] 9 Q

Icome back, Training

- View property management (3 Visit help centre

cords
Q
Name Status Name Priority Start date Due date
Test test H [ Not Started test A High 27/Nov/2024 27/Nov/2024
: [J Not Started Contact Landlord re renewal A High 12/Jun/2025 14/Jun/2025
: AT BCTITANCIONTTETE S,
. 1 Not Started Call hark 4 High 03/Jan/2025 03/Jan/2025

4  Click "Control centre"

iamproperty ~ CRM movebutler  iamsold

w Myday Leftings ~ Sales ~» Accounts -~ Reporting ~» Communications ] _ﬂ Q -

‘® Training Dave

Active branches

Account settings

Help centre

Log out




5  Click "Configuration"

= Training Dave

Active branches

Account seftings

Control centre

Dashboard

Company

Property Management Settings

Help centre

6  Scroll down and Click "Letters"

a Control Centre > Configuration >
& Reports +

B meeingempie: + Gi€Neral settings

e

B Viewing Templates = Gdpr - contact preferences
= = =
© o | [ ©
< - ) [©
J {

@ s [
[
[

| Third Party @ Aiow Marketing
# E-Sign
O Forati * Applicant matching defaults
@ User Log In [ (:l ki s
@ Security Roles
B Proper Mansaement Landlord portal

Bo Referencing Chacke [  Restiict Landiord Portal



7 If you are adding a new letter click "Add Letter" otherwise follow this guide from
step 13.

iamproperty CRM movebutler iamsold

sroperty Myday Lettings ~ Sales ~ Accounts ~ Reporting ~  Communications i ﬂ Q —

& a Control Centre > Configuration > a
mpimes + Letters I
nplates + £~ N
77 letters Q  ShowAllv mn
tes + SN
Gas Safsty -
E-Si 4
Lettings Landlord an D D u
Landlord Particulars
-Si #
Letfings Landlord E-dlan: {o @ L]
Landlord-Instructions to let =
- £
Lettings Landlord E SIgn L' .
+
h@lod-Propam being Advertised E-sign “ i
Lettings Landlord
- Mail Merge Test E-Sign @ Tl

8  Click "Letter Type" and select the recipient you are creating the letter for.

Add New Letter

Letter Ty
Lettings Applicant

h 4
Letter Name

Drag and drop files here or click fo
upload letters templates

=) =D




& Alert! When creating a letter in CRM it is important you create the correct letter
type in the Add New Letter section. If you select Lettings Applicant as the letter
type, this letter will only be available in the Lettings Applicant area of CRM and
NOT in another section e.g. Landlord. If you want a letter in multiple places it
needs to be created into those areas.

9  Click and select the letter type from the drop down menu.

Add New Letter

Letter Type
Lettings Applicant

Letfings’

Lettings Contractor B
Lettings Landlord

 iles here or click to
Letftings Property ers femplates

Lettings Tenancy

| ettinne Tenant

-




10 Click the "Letter Name" field, name your letter as you would like it to be seen in
CRM

Add New Letter

Letter Type
Lettings Applicant

Letrer Naﬂ

X v

B3

Drag and drop files here or click ta
upload letters templates

=) =D

11 Click "Drag and drop files here or click to upload letters templates" this will take
you to a documents screen where you can search for and find your letter.

Add New Letter

Letter Type
Lettings Applicant

Letter Name
Logo Le’rterl

%

Drag and drop files hefe or click to
upload letters templates

-




12  Once your document is added click "Save"

Add New Letter

: rype 4 Mass Letter?
Lettings Applicant v

Letter Name
Logo Letter

Adding the Logo/Editing the Letter

13 In the letters menu of CRM scroll to find the letter you have just added, it will most

likely be at the end of the list. Click here to open the editor.

+ Sales Offer
ymplates o Sales Offer Rejection
Sales Offer
nplates +
Standard Memorandum of Sale
ftes = Sales Offer

Standard Offer Accepted - Letter to Purchasor
Sales Offer

Standard Offer Accepted - Lstter to Vender Solicitor
l Sales Offer

Standard Offr Accepted - Letfter to Vendor
Sales Offer

Confirmation of Sale
Sales Vendor

I
it Logo Letter

Lettings Applicant

inagement

1g Checks

E-Sign

E-Sign




14  Double-click at the top of the screen to open the 'Header' of your document.

Loge Letter

In Lettinge Applicant

Home Insert Page Layout View Mail Merge
=3 5 » =2 = H A

Insert Today Insert Today Insert View Merged Update Test this Save this | Close this

Date Text Time Text  Merge Field Data all fields = Letter to PDF Letter Letter
Insert Fields | View | Test Merge save | Close
L lw-*lw-g-‘ B S i 20 R R R i s T
Dear

Lorem ipsum dolor sit amet consectetur adipiscing elit lobortis ridiculus tincidunt taciti
integer aliquam leo tortor pellentesque, condimentum duis purus natoque fames
ullamcorper blandit maecenas diam elementum iaculis morbi curabitur omare. Vel
habitant accumsan omare mollis condimentum hac eu eleifend varius, fringilla ante
torquent pharetra fermentum pellentesque sollicitudin mattis, magna bibendum leo
quis cras uma cubilia diam. Et felis bibendum sapien nec risus consequat curabitur
semper, convallis dignissim morbi duis interdum potenti nisl nam dictumst, habitant
montes magnis gravida dapibus natoque pellentesque. Nullam vehicula phareira
montes condimentum ullamcorper augue porta, quisque libero dictumst dictum
tristique potenti cursus, nostra facilisi mollis iaculis aptent fermentum.

laculis magnis id mus tincidunt cursus ornare, eleifend uliricies leo cum nisi

ullamcorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti

pharelra aliguet viverra pellentesque, enim auctor duis conubia cubilia, elementum

ante ornare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin

purus, augue risus placerat torquent imperdiet magna praesent nostra gravida, a
s i

dnt

15 Click "Insert"

Logo Letter

In Lettinge Applicant

Home Insert Page Layout View Mail Merge Header & Footer

= = (P Different First Page Header from Top: | 0.45 = .
= N ) —
Goto Gote Show Show Linkto | DP Different Odd & Even Pages = Footer from Bottom: [0.49  |°| (ioce peader
er Footer Previous Next Previous and Footer
Navigation Options Position Close |
L 1‘.‘|‘.E=‘ cedoe | 2 0] R R Y. 0

Header

nt

rehicula pharetra
jictumst dictum

rper augue pol
potenti cursus, nostra facilisi mollis

nt cursus ornare, eleifend ulricies
| | rper ;i si conseq




16

Click "Inline Picture"

Logo Letter

In Lettinge Applicant

Home Page Layout View Mail Merge

Insert

H e

Q

Page Bookmark Hyperlink | Header Footer Page Page = Text | Symbel
Break Number Count | Box |
Pages | Tables | Illustrations Links Header & Footer Text | Symbols

RN iy,

l\l\||\v§| e

Dear

Lorem ipsum dolor sit amet consectetur adipiscing elit lobortis ridiculus tincidunt taciti
integer aliquam leo tortor pellentesque, condimentum duis purus natoque fames
ullamcorper blandit maecenas diam elementum iaculis morbi curabitur omare. Vel
habitant accumsan omare mollis condimentum hac eu eleifend varius, fringilla ante
torquent pharetra fermentum pellentesque sollicitudin mattis, magna bibendum leo
quis cras umna cubilia diam. Et felis bibendum sapien nec risus consequat curabitur
semper, convallis dignissim morbi duis interdum potenti nisl nam dictumst, habitant
montes magnis gravida dapibus natogue pellentesque. Nullam vehicula phareira
montes condimentum ullamcorper augue porta, quisque libero dictumst dictum
tristique potenti cursus, nostra facilisi mollis iaculis aptent fermentum

laculis magnis id mus tincidunt cursus ornare, eleifend ultricies leo cum nisi
ullameorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti
pharetra aliquet viverra pellentesque, enim auctor duis conubia cubilia, elementum
ante ornare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin
purus, augue risus placerat torquent imperdiet magna praesent nostra gravida, a

b s B e e e

In the 'Insert Picture' section you can link to an image on the internet or (most
likely) find an image on your computer and link to that.

17

w
Applicant

isert | Page Layout

View Mail Merge

Y@

s GE Q

Inline Bookmark Hyperlink | Header Footer Page Page = Text  Symbol
Picture Number Count Box
5 | Illustrations | Links | Header & Footer | Text | Symbols |
1=lwilll§I=I\‘\1l‘l\'l‘2\III\EII\\ll4\=|l\5‘l' .
Insert Picture AT, =
(@ From the web (URL) @m your computer
| Header | Dear Enter image web address:=

\ |
Lorem ipsumyy {7 B i feidunt taciti
integer aliqual | | [fames
ullamcorper bl | | pare. Vel
habitant accuf | ! Jgilla ante
torquent pharg Image preview ! hdum leo
quis cras uma | i [curabitur
semper, conv{ | i | habitant
montes magn| i i paretra
montes condi ctum
fristique poter|

oK Cancel

laculis magni si
ullameorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti
pharetra aliquet viverra pellentesque, enim auctor duis conubia cubilia, elementum
ante omare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin
purus, augue risus placerat torquent imperdiet magna praesent nostra gravida, a
maniris rhananies lihara Armmara Aaras Ansimaean Anbant



18

Click the "Browse your computer for the image file to upload:" field.

View Mail Merge -
R R0 EQ
= # # -
Bookmark Hyperlink Header Footer Page  Page Text Symbol
Number Count Box
‘ Links. | Header & Footer | Text | Symbols
1...\...§H‘.‘.‘,...\ FE A RO OO T DO O DO Y.
a
Insert Picture 2

(©) From the web (URL)
Browse your computer for the image file to upload:/-\
w cidunt tacili

integer aliqua | o Cancel fames

ullamcorper are. Vel
habitant accumsan ornare mollis condimentum hac eu eleifend varius, fringilla ante
torquent pharetra fermentum pellentesque sollicitudin mattis, magna bibendum leo
quis cras urna cubilia diam. Et felis bibendum sapien nec risus consequat curabitur
semper, convallis dignissim morbi duis interdum potenti nisl nam dictumst, habitant
montes magnis gravida dapibus natogue pellentesque. Nullam vehicula pharetra
montes condimentum ullamcorper augue poria, quisque libero dictumst dictum
fristique potenti cursus, nostra facilisi mollis iaculis aptent fermentum

(@) From your computer

T Dear ]

Lorem ipsum

laculis magnis id mus tincidunt cursus ornare, eleifend ullricies leo cum nisi
ullamcorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti
pharetra aliquet viverra pellentesque, enim aucior duis conubia cubilia, elementum
ante ornare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin
purus, augue rsus placerat torquent imperdiet magna praesent nostra gravida, a
mauris rhoncus libero orare eros accumsan aptent.

19  Once the image is found. Click "OK"

gelayout  View  Mail Merge

H @ 55 E Q

Bookmark Hyperlink Header Footer Page Page | Text = Symbol
Number Count = Box
ions | Links Header & Footer | Text | symbols
1.‘.1..‘§‘..|H.1.H|‘.zH..“3..".4.‘|‘.‘5... .
Insert Picture 2
() From the web (URL) @ From your computer
Dear Browse your computer for the image file to upload:
/iamproperty-Colour - Reversed@4x_Calour - Reversed |
Lorem ipsum cidunt taciti
integer aliqual cancel | [fames
ullamcorper are. Vel
-

habitant accumsan ornare mollis condimentum hac eu eleifend varius, fringilla ante
torquent pharetra fermentum pellentesque sollicitudin mattis, magna bibendum leo
quis cras urna cubilia diam. Et felis bibendum sapien nec risus consequat curabitur
semper, convallis dignissim morbi duis interdum potenti nisl nam dictumst, habitant
montes magnis gravida dapibus natoque pellentesque. Nullam vehicula pharetra
montes condimentum ullamcorper augue porta, quisque libero dictumst dictum
tristique potenti cursus, nostra facilisi mollis iaculis aptent fermentum

laculis magnis id mus tincidunt cursus omare, eleifend uliricies leo cum nisi
ullamcorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti
pharetra aliquet viverra pellentesque, enim auctor duis conubia cubilia, elementum
ante ornare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin
purus, augue risus placerat torquent imperdiet magna praesent nostra gravida, a
mauris rhoncus libero omare eros accumsan aptent

Yours sincerely

10



20 Your image will load, click onto it and use the options to re-size the image to fit
your document. Click here.

DUVKINEIE  MypEINK | mEsusr

roviel  reye  rays | aeau | Symoor
Number Count = Box
Links Header & Footer | Text | Symbols
1.‘..?1..1=;.2 Y D R Y. Tm
0 0 ]
bl ]
.
.
-
| property -
.
.
.
. ®
Header
S Iid
bi curabitur omare. Vel
varius, fringill :
llicitudin mattis, magna bl dum leo
Sapien nec risus con curabitur
Logo Letter
In Lettings Applicant
Home Insert Page Layout View Mail Merge Header & Footer  Format
- | L] 7 D, g
=l o G Q
Table | Inline Bookmark Hyperiink | Header Footer Page Page  Text = Symbol
~ | Picture Number Count | Box
Pages  Tables | Illustrations Links Header & Footer Text | Symbols
L 1 (B e 2 13 114 | 15

Header

ti tacit

lementum

Allimit 1lin



21  Click onto the main field of your letter to close the Header and set the image.

Ha b @ B B

Table | Inline Bookmark Hyperlink | Header Footer FPage Page Text = Symbol
~ | Picture Number Count | Box
Pages | Tables | Tllustrations Links. Header & Footer Text | Symbols
[ P Pl ' 200 3 | 4 R 61 T T )
& fa

-

Header vear

22 Yourimage is then set as part of your letter.

Logo Letter
In Lettinge Applicant

Home | Insert | Pagelayout View  Mail Merge

Q

s H E B @ BB BB

Page Table | Inline Bookmark Hyperink = Header Footer Page Page Text Symbol

Break ~ | Picture Number Count ox

Pages | Tables | Tllustrations Links. Header & Footer Text | Symbols

L 1 [ B ‘a1 e 2. 13 1114 5 6 A 7
& s

Dear

Lorem ipsum dolor sit amet consectetur adipiscing elit lobortis ridiculus fincidunt taciti
integer aliquam leo tortor pellentesque, condimentum duis purus natoque fames
ullamcorper blandit maecenas diam elementum iaculis morbi curabitur omare. Vel
habitant accumsan ornare mollis condimentum hac eu eleifend varius, fringilla ante
forquent pharetra fermentum pellentesque sollicitudin mattis, magna bibendum leo
quis cras urna cubilia diam. Et felis bibendum sapien nec risus consequat curabitur
semper, convallis dignissim morbi duis interdum potenti nisl nam dictumst, habitant
montes magnis gravida dapibus natogue pellentesque. Nullam vehicula phareira
montes condimentum ullamcorper augue porta, quisque libero dictumst dictum
tristique potenti cursus, nostra facilisi mollis iaculis aptent fermentum.

laculis magnis id mus tincidunt cursus ornare, eleifend ultricies leo cum nisi
ullamcorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti
pharetra aliquet viverra pellentesque, enim auctor duis conubia cubilia, elementum
ante omnare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin
ninis Alnie risiis nlacerat foranent imnerdiet manna nrassent nostra aravida A

Updating Merge Tags



23 Merge Tags allow data - names, addresses, property details etc. - to be added

24

automatically to a letter to produce a personalised document.

Logo Letter

In Lettinge Applicant

Home Insert

Click "Mail Merge"

Page Layout  View ; Mail Merge

Dear|

Lorem ipsum dolor sit amet consectetur adipiscing elit lobortis ridiculus tincidunt taciti
integer aliquam leo tortor pellentesque, condimentum duis purus natoque fames
ullameorper blandit maecenas diam elementum iaculis morbi curabitur orare. Vel
habitant accumsan ornare mollis condimentum hac eu eleifend varius, fringilla ante
torquent pharetra fermentum pellentesque sollicitudin mattis, magna bibendum leo
quis cras umna cubilia diam._ Et felis bibendum sapien nec risus consequat curabitur
semper, convallis dignissim morbi duis interdum potenti nisl nam dictumst, habitant
montes magnis gravida dapibus natogue pellentesque. Nullam vehicula pharetra
montes condimentum ullamcorper augue porta, quisque libero diciumst dictum
fristique potenti cursus, nostra facilisi mollis iaculis aptent fermentum.

laculis magnis id mus tincidunt cursus orare, eleifend ultricies leo cum nisi
ullameorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti
pharetra aliquet viverra pellentesque, enim auctor duis conubia cubilia, elementum
ante ornare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin

= ™ c | Aptos Wi [~|'A A Aa~ § q '
B oy |B I U 8§ X X A~ B B = . % . | AaBbCc AaBb  AaBbC AaBbC:  AaBbCcl  AaBbCel  AaBbCcl  AaBbCel
b — QNormal | € Hesding.  §Heading.. ¥ Heading_. € Heading_ 9§ Heading. € Heading. € Heading
Undo Clipboard Font i i Styles
L 1. E ' 21 13, 11114 ' 5 ' & N o

13



25 Click "Insert Merge Field"

Logo Letter
In Lettinge Applicant

Home Insert Page Layout  View Mail Merge

= B B 2 e = H B

Insert Today Insert Today Insert View Merged Update Test this Save this | Close this

Date Text Time Text | Merge Field Data all fields | Letter to PDF Letter Letter
Insert Fields View Test Merge Save Close
[ 1. o E ' v Vo 21 13, 11114 ' 't 5 ' 6+ N e ]

@
Dear

Lorem ipsum dolor sit amet consectetur adipiscing elit lobortis ridiculus tincidunt taciti
integer aliquam leo tortor pellentesque, condimentum duis purus natoque fames
ullameorper blandit maecenas diam elementum iaculis morbi curabitur ornare. Vel
habitant accumsan ornare mollis condimentum hac eu eleifend varius, fringilla ante
torquent pharetra fermentum pellentesque sollicitudin mattis, magna bibendum leo
quis cras umna cubilia diam._ Et felis bibendum sapien nec risus consequat curabitur
semper, convallis dignissim morbi duis interdum potenti nisl nam dictumst, habitant
montes magnis gravida dapibus natogue pellentesque. Nullam vehicula pharetra
montes condimentum ullamcorper augue porta, quisque libero diciumst dictum
fristique potenti cursus, nostra facilisi mollis iaculis aptent fermentum.

laculis magnis id mus tincidunt cursus orare, eleifend ultricies leo cum nisi
ullameorper cubilia, facilisi consequat malesuada imperdiet purus. Potenti taciti
pharetra aliquet viverra pellentesque, enim auctor duis conubia cubilia, elementum
ante ornare class. Quis vestibulum id quisque pulvinar erat massa dictum sollicitudin

Tip! When adding merge fields it is best practice to search for the field you require
rather than scroll the list, there are so many merge fields available that scrolling is
NOT advised,



26 The 'Insert Merge Field' box will show on the screen, this can be moved to a
different part of the screen if required. Click the "Fields:" field.

Logo Letter
In Lettings Applicant

Home Insert Page Layout  View Mail Merge ‘
rE B ¥ B « =@ H B
Insert Today Insert Today Insert View Merged Update Test this Save this | Close this
Date Text Time Text  Merge Field Data all fields | Letter to PDF Letter Letter
Insert Fields View Test Merge Save Close
. 1 1 RO i '3 | a s . 7
& 5
‘ Insert Merge Field =
[
Fields:
Dear
I
Todays Date a
Lorem ipsum dolor sit{ | Company Name l culus fincidunt taciti
integer aliquam leo tor] | Company Disalay As natoque fames

Company Phonel
Company Phone2
Company Phone3

abitur omare. Vel
arius, fringilla ante

ullamcorper blandit mz
habitant accumsan orr

torquent pharetra ferm | company phoned jna bibendum leo
quis cras uma cubilia ¢ | Company Phones nsequat curabitur
semper, convallis dign | Cempany Fax dictumst, habitant
montes magnis gravidi | Cemeany Www hicula pharetra
Company Email1 8

montes condimentum ctumst dictum

s 5 Company Email2
tristique potenti cursus | conpany registration o " fum
laculis magnis id mus { -Comoanv-vATNe o cum nisi
ullamcorper cubilia, fa . Potenti taciti

pharetra aliquet viverr. Incert Closs ubilia, elementum

ante omnare class. Quis VeSTDUIUNT Ia quISqUe puvinar erarmassa dictum sollicitudin
purus, augue risus placerat torquent imperdiet magna praesent nostra gravida, a

B A Pl el

27 If we wanted to add the Applicant details, we would place the cursor on the screen
where we want the tags to be added e.g. next to 'Dear'. Then in the search field
search for the the option required e.g. Applicant Title, Click "Applicant Title"

Home Insert  Pagelayout  View | Mail Merge

2 B ¥ B =2 = H A

integer aliquam leo tor
ullameorper blandit ma
habitant accumsan on
forquent phareira ferm
quis cras umna cubilia
semper, convallis dign
montes magnis gravid
montes condimentum
tristique potenti cursus

laculis magnis id mus
ullameorper cubilia, fa
pharetra aliquet viverr:
ante omare class. Qui

Applicant Forename
Applicant Surname
applicant Initial

Applicant Salutation
Applicant Email

Applicant Phone

Applicant Work Phone
Applicant Mobile Phone
Applicant Address House No
Applicant Address Address1
Applicant Address Address2
Applicant Address Town

Close

Vesupuium g quisque puivinar erat mass

Insert Today Insert Today Insert View Merged Update Test this Save this | Close this
Date Text Time Text  Merge Field Data all fields | Letter to PDF Letter Letter
Insert Fields View Test Merge Save Close
[ 1 5 1 ' 2 B | A E ' 6 7
& 5
Insert Merge Field =
Fields:
Dear :
{apel
Applicant Internal Reference a
Lorem ipsum dolor sit; | Applicant Title culus tincidunt taciti

natoque fames
abitur omare. Vel
arius, fringilla ante
jna bibendum lec
nsequat curabitur
dictumst, habitant
hicula pharetra
ctumst dictum

ftum

© cum nisi

. Potenti taciti
ubilia, elementum
a dictum sollicitudin

purus, augue risus placerat torquent imperdiet magna praesent nostra gravida, a
mauris rhoncus libero ornare eros accumsan aptent.

15



28 Click "Insert" to add the tag to the place where the cursor is set. You can continue
to select merge fields and adding them from the list and they will be added next to

the first tag.

Click "Applicant Forename"
Click "Insert"
Click "Applicant Surname"

Click "Insert’

Click "Insert

s ivuay e VW MEIYTU Upuals | ISSLUNS  SGVE Wi | Livs wis
Time Text Merge Field Data all fields | Letter to PDF Letter Letter
sert Fields View Test Merge Save Close
1 ‘K 1 2 3 4
Insert Merge Field
}
Fields:
Dear
app
applicant Internal Reference a

Merge Field"

Lorem ipsum dolor sit |
integer aliquam leo tor|
ullamcorper blandit mg
habitant accumsan orr
torquent pharetra ferm
quis cras umna cubilia ¢
semper, convallis dign
montes magnis gravid:
montes condimentum |
tristique potenti cursus

laculis magpnis id mus |

applicant Title

Applicant Forename

Applicant Surname

Applicant Initial

Applicant Salutation

Applicant Email

Applicant Phone

Applicant Work Phone

Applicant Mobile Phone

applicant Address House No

applicant Address Addressi

Applicant Address Address2 o
LApplicant Address Towpeee. |

ullamcorper cubilia, faé:

Insert Clase

iculus lincidunt taciti
natoque fames
abitur orare. Vel
arius, fringilla ante
gna bibendum leo
nsequat curabitur
dictumst, habitant
hicula pharetra
ctumst dictum

um.

0 cum nisi
. Potenti taciti

pharetra aliquet viverr: ubilia, elementum
ante ornare class Quj;wsmmummursqurmwmrma dictum sollicitudin
purus, augue risus placerat torquent imperdiet magna praesent nostra gravida, a
mauris rhoncus libero omnare eros accumsan aptent

sme  Insert  Page Layout

View | Mail Merge

5 B ¥ B =2 =@ H A

rtToday Insert Today  Insert
teText  TimeText Merge Field

Insert Fields

View Merged Update
Data all fields

View

Test this Save this | Close this
Letter to PDF Letter Letter
Test Merge Save Close
1 3 | 1 F 3 V4 s 6 A
Insert Merge Field b
. Fields:

Dear <<ApplicantTitlex
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