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Tutorial

Objective: Sending a Confirmation E-Mail Using Microsoft Word 2003.
(Using the Report +Custom Confirmation Letter- Email)

Step 1: Click Register/Reports tab.
a. Click the Binoculars and select the Event from which you would like
to create a Confirmation Letter Email.
b. Click to highlight +Custom Confirmation Letter-Email.
c. Click the Process Doc icon. (Fig.A)
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Step 2: The File Download popup appears.
a. Click Save. (Fig.B)
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Mame: CMEMerge.dbf
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Fig. B

Step 3: The Save As popup appears.
a. Save in C:\ My Documents.
b. Click Save. (Fig.c)
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Step 4: The Launch Word Document icon is now visible.
a.Click on the Launch Word Document icon (Fig. D)
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Step 5: The Word Document now appears.
a.Click Merge to Email. (Fig.E)
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Step 6: The Merge popup appears.
a.ln the Merge to: box, select Electronic mail from the dropdown.
b.Click Setup... (Fig.F)

Merge bo: Merge |
Electronic mail @
Close |
~Records ko be merged
+ Al . Eram: I To I Check Errars... |
Query Options. .. |

then merging records
{* Don't print blank lines when data fields are empty,
" print blank lines when data fields are empty.

Mo query options have been set,
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Step 7: The Merge To Setup popup appears.
a. Select EMAIL from the dropdown.
b. Compose a message if you would like to enter it in the Mail message
subject line.
c. Click OK (Fig.6)

fam o

Merge to E-mail

Message options

To: EMAIL °

Subject line: | Confirmation E-rnail

Mail Farmak: | Plain kext ™

Send records

) all

) Current record

) From: Ta
,
[u, | Cancel

Fig. G

Step 8: You may get a popup from your mail client asking you if you want
to allow access to email addresses. You will want to “Allow access for...".
a. Click Yes (Fig. H)

e S

Microsoft Office Outlook

A program is trying ko access e-mail addresses you have
stored in Qutlook, Do you want to allow this?

If this is unexpected, it may be a wirus and vou should
choose "MNa”,

Allow access For 10 minutes W

Result: You have successfully sent a Confirmation E-Mail Using Microsoft
Word 97/2000. (Using the Report +Custom Confirmation Letter- Email)
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