How can you send out L ettersto Married Couples?

From the Front Screen select Clients and locatedllegant Client. Then select the
Postal Address tab and within the Primary tab enthat the ‘Address letters to’ field
is set to ‘Both married'.
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Then to create a found set of Clients to senddtterlto, you will need to follow the
below steps:-

To continue with the Mail Merge, select Personahfrthe menu to the left of the
screen.

Change your ‘Browse’ button at the bottom of yocnegn to ‘Find’ (which will then
clear the fields).
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In the ‘Client/Partner’ field select Client and lwvigour cursor flashing in the field hit
enter.
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This will now give you your found set of Clientsliék on the middle button in the
top right hand corner of the screen. This will rirp a list of the Clients records in
the found set.

B FileMaker Pro - [Clients] =181

ry Ele Edit View Insert Format Records Scripts Window Help -15] x|
=]

CAPITA Client records

FINANCIAL SOFTWARE

Bl =

Hoyland, Sylvia Mary WT38NK  Individua (cDonau: 17/08/06
Dent, Gary Peter CM234KN  Individua eila Andrews 28/07/08
Pound, Mark Keith CM128YH Individua ive McDonaus 01/08/08
Clark, Harold Peter CM14TMK Individua eila Andrews 14/08/08
Cheung, Tony, 0X23 1VH  Individus live MeDonou 11/07/06
May, Geoffrey. CM237YH Individusl  Mark Andrew Brent  24/07/06
Taylor, Christing Ann DE722GY Individus eilz Andrews 07/08/06

€M23 4TN  Individual live McDonou 25/08/06
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cmz 7vH ive 04/03/06
04/03/06
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1 live 04/03/06

SN2 4PW  Individual eila Andrews 06/08/06

Black, Cynthiz Individual

worth, Bob SG457YH Individual  Mark Andrew Brent  28/05/07
Daily, Jahn HN12PB  Individual  Mark Andrew Brent  16/05/07
Lewis, George CO42RE  Individual  Mark Andrew Brent  25/05/07
Mills, Neil SG238YH Individual Jonathan Paul Jones 31/05/07
Mills, Paige SG238YH Individusl Jonathan Pau 31/05/07

Groves, Donna SGL28YH Indivicual ari 10/08/07
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COB6YH  Individual ek Andr 10/08/07
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At the bottom right hand corner of the screen yduneed to click on ‘Setup
marketing wizard based on the above clients’. A-pppnessage will appear, click on
yes to continue with the marketing campaign.



Now follow through the steps 2-4 at the top of seesen.
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When you select option 2 you will get a pop-up ragsesasking you to confirm, who
you would like to create the marketing campaigr? fétlease select the ‘Found set’
button.

A ‘Marketing records set-up’ pop-up message wilrttappear advising you to
complete the red highlighted fields before contiguiThese fields must be completed
before you can continue with the mail merge.

B FileMaker Pro - [Marketing] =181
~| Fle Edt Data Hep =181
|Bw-ER|& &Y 40 R] oo s

Marketing campaign wizard

g_ﬂ v U

How is this Mailshat to be
up?

Followed- Initial action

Established [15/03/2008 [
ction by date &)
of [iGDATE

atho
ste [15/03/2005 [

st

Once you have completed this, please select oftibtere you must retrieve the
letter that you have saved within setup-standadd te



First click into the drop down list and select Heetion that the letter was saved
under.
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Now all that is left for you to do is to eitheraltion option 4 ‘Merge Data’ or click on
the ‘mail data’ link at the bottom right of the sen.

A pop-up message will appear, asking you to confirat you wish to ‘Create
marketing records on this set-up’.

Now select ‘View Letter dated ........ " and thisoshyou the letters addressed to your
married couples and clients without partners.



