
Using the Sample Mail Merge Templates

About This Document

This document describes how to use the sample mail merge templates provided in the Zip file mm_templates.zip. The Zip file is available from the Salesforce online help – see the topic “Managing Mail Merge Templates.”
Understanding Mail Merge Templates
Mail merge templates define the content of a form letter or other mail merge document. They include variables called merge fields where data from your records—for example a contact's name and address—displays in the generated document.

If you are a Salesforce administrator or have the “Manage Public Templates” permission, you can build mail merge templates in Microsoft Word and upload them to Salesforce to make them available for your organization.

Customizing the Sample Mail Merge Templates
This procedure describes how to modify the sample mail merge templates to meet your business needs.

1. Download the sample mail merge templates from the Salesforce online help and unzip the files to a convenient directory on your hard drive.

2. Review the instructions provided in this document.

3. Open the desired sample template in Microsoft Word.

4. Save a copy of the sample template to your computer's desktop or other convenient location:

· Word 2000, XP, and 2003 users, select Save As from the File menu then choose an appropriate file name and destination folder.

· Word 2007 users, select Save As from the Office button then choose an appropriate file name and destination folder.

5. Optionally, customize the text and formatting of the template.

6. Press Alt+F9 to display the hidden mail merge field codes.

Each of the mail merge fields should now appear in curly braces as follows: 
{ MERGEFIELD Contact_FullName \* MERGEFORMAT }
7. Change or add merge fields as necessary.

· If you have Office Edition, see “Using Word Integration” in the Salesforce online help for how to insert merge fields quickly.

· If you do not have Office Edition:

a. Place your cursor where you want to insert a merge field.

b. In Word 2003 and earlier, select Insert and then Field from the Word menu bar. In Word 2007, select the Insert tab on the Ribbon, click Quick Parts in the Text group, and then click Field. 

c. Select Mail Merge in the Categories drop-down list.

d. Select MergeField in the Field names box.

e. In the Field Properties area of the Field name box, manually enter the valid Salesforce merge field, such as Opportunity_LineItem_ProductName. For more information on merge fields, see the topic “About Merge Fields” in the Salesforce online help.
f. Click OK.
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Note 

To list information about all products associated with an opportunity, insert the Opportunity_LineItem_Start merge field where you want to begin listing product information. Then, insert all the merge fields you want to include for each product on an opportunity. Finally, insert the Opportunity_LineItem_End to end the list.

8. Save your Word document.

9. Proceed to Uploading Mail Merge Templates to Salesforce in the online help.
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Tip:  
For best results:

· Do not configure mail merge templates as "protected" or "restricted access" in Microsoft Word. Please refer to Word's help for information about protected Word documents. (In Word, press F1 to open help.)

· Do not connect mail merge templates to external data sources such as Excel worksheets or Access databases. Please refer to Word's help for information about restoring mail merge documents to what Word calls "normal Word documents."
You can also refer to Guidelines for Uploading Mail Merge Templates for additional info about these tips.













