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MAIL MERGE IN POINT®

Point users can now market and grow business right from Point with a few clicks of the mouse. New tools allow Point users to create custom letters,
newsletters, promotional emails, and mailing labels instantly using Point data. It's easy to build, merge, e-mail, or print beautiful media-rich documents
certain to impress your clients — all from within Point!

(Microsoft Word® 2000 or later is required. Microsoft Outlook® 2000 or later is required to send E-Mail campaigns.)

Export the Cardex
records to a text
file

Merge the
exported Cardex
data to Microsoft
Word for mailing
labels

Arrange Labels in
Microsoft Word

Open Microsoft Word 2002 ‘

From the Menu bar, select Tools
> Letters and Mailings > Mail
Merge

e  The Mail merge help window
appears on the right side of the
screen

e  Under Select document type,

select Labels

Click Next: Starting Document

In the Step 2 of 6 Mail Merge

help screen, find the Change

document layout section

Click the Label Options link

In the Product number section,

- select the type of label you ar

sing and click OK
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Quick Reference Guide




