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Today’s Agenda
• What is Mail Merge?
• How can Mail Merge help my 

Ministry?
• How does Mail Merge work?
• Exporting Data for Mail 

Merge
• Using Mail Merge

– In Family Suite
– In Word/Excel

• Building Mail Merge 
Templates



What is Mail Merge?

• Mail Merge is an ideal solution for creating 
formal announcements, form letters, or any 
other type of document that you want to send 
in bulk to a large number of people.

Main Document Merge Documents

Data
Source



How Can Mail Merge Help My Ministry?

• Reduce repetitive tasks
– Certificates
– Notification of Sacraments 
– Bulletins 
– Newsletters
– Postcards

• Open opportunity for new methods of 
outreach



How Does Mail Merge Work?

• Main document contains merge fields
• Data Source with the fields
• Data source has unique records
• Merge process combines the data source and 

main document
• Merged documents (many) are the result of 

your mail merge



Exporting Data for Mail Merge

• All modules have icons for easy exporting.

E-Mail    Mail Merge   Filter    CSV



Exporting Data for Mail Merge



Exporting Data for Mail Merge



Exporting Data for Mail Merge



Exporting Data for Mail Merge



Using Mail Merge

• A Mail Merge can be performed easily in the 
Family Suite

• You can also use Mail Merge in Microsoft 
Word
– More complex merge like a directory
– Labels
– Outside data source



Using Mail Merge – Family Suite



Using Mail Merge – Family Suite



Using Mail Merge – Family Suite



Using Mail Merge – Word/Excel



Using Mail Merge – Word/Excel



Building a Template for Mail Merge





Thank you!
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