17

WORD-RITE

Now that we have explored the Contacts and Campaigns sections of the program,
it is time to work with WordRite, the integrated, full-function Rich Text word
processor that is included with PastPerfect. When you generate letters through
PastPerfect, you will want to automatically merge information contained in Past-
Perfect’s data fields into your mailings.

Using WordRite, you will be able to access such fields as: Date, Name, Address,
Pledge Amount, and Donation Amount and merge those fields directly into your
letters. This will make creating and sending out mailings fast and easy. In this
chapter we will discuss, in detail, how to create professional, stylish letters merg-
ing the data you select from PastPerfect data fields. WordRite will be available
whenever you open letters through Temporary Custody, Accessions, Contacts,
Campaigns, or Contact Setup.

To begin, we will click on the Setup command button on the main menu. Select
Contacts from the Setup Flyup menu. You will see the screen shown in Figure
17-1. Click on the Mail-merge Letters Tab. If no letters have been written, the list
on the left will be blank. To create a letter for the first time, click on the Add com-
mand button. Enter a title for the letter in the blank provided and press OK. The
new title will appear on the list at the left. It will be highlighted in blue. Press the
Compose Letter command button and the WordRite program will be displayed.

If there are already letters in existence, you may edit the letters by highlighting
them with the mouse and clicking on the Compose Letter command button.
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Figure 17-1
Contacts
Setup Screen

Annual Mee

Became a memhber

hemhbership Renewal Letter
Inactive Member Renewal Letter
Thanks for Membership Payment

Compoze Letter

Select Mail-Merge Letters
to access the WordRite
word processor.

Setup Default Letter

i+
Exit

When the WordRite screen appears you will see three rows of tools at the top of
the screen. We will discuss the function of each tool to give you the fundamentals
you will need to compose and create your mail-merge letters.

Figure 17-2
Word the Annual Meeting Announcement Letter
Screen DEWsR| B> (Moo= Eal0el el

nsert fiekd - | Select fied romlist-» || Insert Inage BE]

<Date>

<MName & Title>
<Company=
<Address1>
<A ddress2>
<City>, <State= <Zip>

Dear <Dear>:

300 North Pottstown Pile Suite #200, Exton, Pennsylvanial9341
- v, Voice: 010.303.7844 Fax: 610-303.7845 Toll-free: 800-562-6080

The PastPerfect Musenm of History will be holding its annual planning meeting on
December 10th at 5:45 P M. We will discuss long-range plans for the future of cur museum
As amember, yourideas and concerns are important. Deon't miss this opportunity to be heard.

Before the annual meeting you will have an opportunity te shop in our Holiday Gift B outique
This year we have many local artists and craftspeople displaying and selling great gifts and
homemade food items. For a preview of the Heliday Gift Boutique visit the museum shop any




Word-Rite 287

WORDRITE SCREEN

At the very top left of the WordRite screen the title of the current letter is dis-
played.

Insert field - The Insert Field combo box allows you to insert fields from
PastPerfect databases into your letter. The mail-merge fields that are available for
this letter can be displayed and selected from the combo box. Different types of
letters will have access to different sets of fields.

Flgure 17-3 B Pastime Wor dRite
. Compose Letter )lAnnuaI Meeting Announcement Letter Insert fieid b | Dear 7| insertimage 53 | Save Exit |
Insert Field e o & -
DBH@@\.}Q\E\”“U’H%Q@ﬂH“UU%U‘BQ‘DQﬁ‘Amesm l n
Combo Box oma_[w][ tres tew Romen [w] 2 (2 JRBRENE |y—_ - aress2
Billing Address
Billing phane
Bitthday
Cell Phone
Children
ity
ECT Company
PASTPERFECT [oou
300 North Pottstown Pike e #200, ourty
oice: 610-363.7844 Fax: 610. ![ 3.7 Curmmsmlc"m
“|pate
Date Joined
Dl
Donations
Danations 1995
<Date> Donations 1896
Donations 1997 ~
<Mame & Title>
<Company>
<hddress]>
<Address2>
=City>, <State> <Zip>
Dear <Dear>
The PastPerfect Museum of History will be helding its annual planmng meeting on December
JPPPURNY B L B S | NS e i bR .

To insert the mail-merge fields:
1. Place the cursor on the document where you want the field to appear.

2. Click on the down arrow to the right of the Insert field box field window to
peruse the list.

3. Highlight the field you want and click on it. It will appear in the field win-
dow.

4. Press the Insert Field command button to the left of the field name.

5. Repeat until all the fields you want are placed in your document.

The field name will appear in angle brackets on your document. When you use the
mail-merge letter in conjunction with a mailing list, WordRite will fill in the mail-
merge fields from the appropriate database. See Lists & Labels, Chapter 16.
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Insert Image with Frame - This tool allows you to insert an image in your docu-
ment within a frame. Text will flow around the image frame. You may move the
image by clicking on the image then move the cursor outside the image until the
cross icon appears. Hold down the left mouse button and move the image to the
desired location and release the mouse. It is recommended that you insert images
before you begin writing your letter or inserting mail-merge fields.

If you are going to insert a letterhead image, you may place it on a Header or
Footer by first clicking on the Header and Footer tool, click on the Insert Image
tool to add your image or letterhead.

Save - Press this command button to save your work before exiting the screen.

Exit - Press Exit to leave the WordRite screen.

WORDRITE TOOLS

We will now list the tools on the toolbars and discuss each tool as it appears
going from left to right. Placing the cursor on the tool icon will reveal the title
for each tool.

[y Erase all text - This tool removes everything on the page and leaves you
with a completely blank page.

Import from RTF file - Allows you to import files from other programs such
as MS-Word. It is not reccommended that you import letters with images.

e

g Export to RTF file - This tool allows you to export your WordRite file to a
Rich Text (.rtf) format which can be opened by other programs such as MS-
Word.

& Print- Use the Print command to access your computer’s Printer Dialog
Box. Select a printer and follow the instructions provided.

[& Print Preview - This tool displays the letter as it will appear on the page.
From this display screen you may press the Print command or press Edit to
return to the WordRite screen.

#  Cut - This tool allows you to cut highlighted portions of the text.
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Copy - This tool allows you to copy highlighted portions of the text.

Paste - Use this tool in conjunction with the Cut or Copy tools. Place the cur-
sor where you wish to place the cut or copied text and click on the Paste tool
to insert the text where you want it.

Undo - Allows you to reverse the last operation. Click multiple times to
reverse more past operations.

Redo - Allows you to redo the last operation. Click multiple times to re-cre-
ate more past operations.

Find - Use this tool to search for words, phrases, or strings of text. First
select whether you want the search to be case sensitive by clicking or
unclicking the square box next to Case Sensitive. You have three choices
with this tool:

. From Beginning of File searches everything starting at the beginning of the

file.

. Forward searches all text starting at the place where the cursor is located.
. Backward searches backward from the cursor.

Insert Date/Time - This tool allows you to automatically fill in today’s date
and time. Place the cursor where you want this to appear and select the
Date/Time format from the displayed list to insert.

Insert Page Number - Use this tool to add page numbering to your docu-
ment. Place the cursor where you want the page number to appear and click
on this tool. Note: This is most effective when used in conjunction with the
Header and Footer tool.

Insert Page Count - This allows you to insert page numbering that includes
a page count. For example: “1 of 3”. This tool is best used in conjunction
with the Header and Footer tool.

Show Markers - Use this tool to display the hard carriage returns in your
document. Click to display. Click again to hide.
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Zoom - Use the Zoom tool to display an enlarged or diminished ver-

I

sion of your document by selecting the percentage at which you wish to
view the document.

Margin Setup - Click on this tool and use the dialog box to set margins.

Printer Setup - Use the Printer Setup tool to select a printer and create set-
tings such as paper size, source, orientation and other advanced printer set-
tings.

Header and Footer - use this tool to set up the header and footer for the
letter. For example, you may place a letterhead image on the header and
the page number on the footer. These header and footer settings will now
appear on all pages of the letter.

Select text color - Clicking on this tool will reveal a color palette. To change
the text color, highlight the text and press the Select text color tool. Choose a
color and press OK.

Insert Frame - The Insert Frame tool creates a box that may contain text or
an image.

Insert Image - The Insert Image tool allows you to find and insert an image
into your letter. The image inserted with this tool will not have a frame and
will be placed depending on the location of the cursor. To move the image
place the cursor next to the image and press the space bar or carriage return.

Note: To insert an image you must use either this tool or the Insert Image in
Frame tool. Do not cut and paste images from other applications. This will result
in embedded oversized images that will take up large amounts of storage space.

RE

Spell Check - Click on the Spell Check tool to open the Spell Check dialog
box. Spell Check will alert you to any words that are not in the WordRite
dictionary.

| Times Mew Roman [w| Font - You may use any font in WordRite that is available for

your computer. To change the font, select the text with the
mouse. Click on the down arrow to the right of the Font field.
Highlight and click on your selection to change the font.
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Font Size - To change the font size, select the text with the mouse.
~ Click on the down arrow to the right of the Font Size field. Highlight
and click on your selection.

g Bold - To change text to Bold, select the text with the mouse. Click on the B
tool to change the text to Bold.

7 Italic - To change text to Italic, select the text with the mouse. Click on the I
tool to change the text to Italic.

Underline - To underline text, select the text with the mouse. Click on the U
tool to underline the selected text.

Align Left - This tool aligns the text on the left. Select the text that you wish
to align by highlighting with the mouse. Then, click on the Align Left tool.

Center - This tool centers the lines of text. Select the text that you wish to
align by highlighting with the mouse. Then, click on the Center tool.

Align Right - This tool aligns the text on the right. Select the text that you
wish to align by highlighting with the mouse. Then, click on the Align Right
tool.

Justify - This tool aligns the text on both the left and the right. Select the text
that you wish to justify by highlighting with the mouse. Then, click on the
Justify tool.

Numbering - This tool creates a numbered list. Highlight the text using the
mouse. Click on the Numbering tool to create a numbered list.

w

Bullets - This tool creates a bulleted list. Highlight the text using the mouse.
Click on the Bullet tool to create a bulleted list.

Increase Indent - Use this tool to increase the size of the paragraph indenta-
tion.

ok
[

Decrease Indent - Use this tool to decrease the size of the paragraph inden-
tation.

Tkl
i
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SETUP DEFAULT MAIL-MERGE LETTER

Now that all the tools have been explained, let’s create the default mail-merge
letter in Contacts Setup. It is a good idea to create a default letter with the basic
mail-merge fields already selected. This information will be pre-filled whenever
you create a new letter and will let you start all your letters with the basics
already filled-in. This will save time and make creating new letters easy.

Click on the Mail-merge Letters tab and select the Setup Default Letter command
button. The WordRite screen will appear. Place your Letterhead image at the top
of the screen or use the Header and Footer tool to create a header where you can
type letterhead information. You may also place your letterhead image on the
header. However, if your letter is more than one page, everything placed in the
header and footer will appear on every page of your letter.

F|gure 17_4 B Pastime Wor dRite m

Setup Mail- Compose Letter » |Defaul Letter st e b [ seecs e ot =] et imsge ||| seve =]
Dgugmymmnw\m%mmmM@IDmD@\J &

merge Defau't [Normal [v|[Timeswewroman [v|[12 v| B 7 © |]}/!— s

Letter ....... e E o 3., P S R AP EEEEEN

Yike Suite #200, Exton, Pennsylvanial9341
vice: 010-303-7 LH I ax: 010-303-7845 e |1r *E]il 562-6080

i’fl F‘ASTF’ERF*C* \AUS:U M
N tsi # 2

Use the Insert Field com- Use the Insert Image command

mand to place fields as Dates
you would like them to
appear on all new Mail-

<MName & Title>
<Company=

to place an image at the top of the
default letter. Or use the Header
and Footer tool to place letterhead

<A ddress1>
<Address2>
<City=>, <State> <Zip>

merge letters. information on the Header.

Dear <Dear>,
*enter body of letter here™
Sincerely,

Richard L. Hilton
NS Page:1  Line:2 Gal:1 ]

CREATE A MAIL-MERGE LETTER

Now that you have created a Default letter, you may create any number of spe-
cific mail-merge letters for your organization. Here are the steps:
1. Press the Add button to start a new letter. You will be given a window in
which to type the title of the letter.

2. Type a title for the letter.
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3. Once you have named the new letter, press OK. The new letter will be
placed on the list at the left and highlighted in blue.

4. Press the Compose Letter command to activate WordRite.

F|gure 17-5 B Pastime WordRite
create a new Compose Letter b |Annual Meeting Announcement Letter Cboetod b [Dear o beotimegs @ sme | ea |

i DEUSEIL =Bl ABTo ] =I5 Sl el OBl -
Mall-merge [ 1ormal [v||comic sansis [w|[14 [v| B 1 U‘ =i FE
Ietter }8 ------ 2 ERRR 4 5 e B oo n Tt B

300 North Pottstown Pile Suite #200, Exton, Pennsylvanial0341
;._.-.\’\,~ Voice: 61036 i *44 Fax: 610- 51 37845 I I]f B00-562-6080
LY

75{5 PASTPERF cT MUSEUM

<Date>

yd

Use the WordRite
tools to select a font,
font size and font

color to add interest
to your letters.

<Name & Title>
<«Company>
<Address1>
<Address2>

<City>, <State> <Zip>

Dear <Dear>:

The PastPerfect Museum of History will be holding its annual
planning meeting on December 10th at 5:45 P.M. We will discuss
long-range plans for the future of our museum. As a member, your

Page:l  Lines13  Gaokd (]

Notice that your new letter contains all the fields and the letterhead image that
you entered on the default Mail-merge Letter. Now type the body of your letter.
You may use any font or font size that is available to your computer to create your
letter.

PRINT A MAIL-MERGE LETTER

Now that you have created a mail-merge letter, you have several options for
printing the letter.

PRINT ONE LETTER FROM THE CONTACT SCREEN

To send a letter to only one individual go to the Contacts screen. Select the con-
tact you wish to send a letter to by using the Next and Prior commands at the
top of the screen. You may also select the contact by pressing the Browse com-
mand at the top of the screen. PastPerfect will display your contacts in table
form. Highlight the contact you want and press Enter. Or you can use the Find
command to locate the desired contact.
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Next, press the Print button at the top of the screen. The screen below will be acti-
vated. Highlight the letter on the Letters on File list that you wish to send to this
contact. Press the Print Letter command button. The WordRite screen is activated.
Notice that the information from the contact is now filled in automatically. You
may edit the letter at this point. However, keep in mind that changes made here
will only change this particular letter for this particular contact. The mail-merge
letter on file and the default letter remain unchanged.

Figure 17-6 B Print
Print Screen
from Contacts Click on desired label position Letters on File |_| Dear
Ve e Ve e Ve e _pAnnuaI Meeting Announcement Letter | * Formal
Cith e pcne || Cib o pcae [ G ik Spcoe Become a mermber " Casual
Wane Here Wane Here Wane Here
it Bcoe | S Gpee || el e Mermbership Reneuws| Letier .
e e e Inactive Member Rendwal Letier print eﬂer
e | Thanks for Mernbership Payment
Address Here Address Here Address Here
Clly, Slak, Opoode CI“CBI&.JDCO\“ Clly, Slak, Opcode
Wame Here LE WRER Wame Here
e e || S Byt || St By \ _
T e I['" T e \ Print Envelope
Clly, Slak, Opoode 1y, Slak, Jpcode Clly, Slak, Opcode
Wame Here Wame Here Wame Here \
Address Here Address Here Address Here
Clly, Shak, dpoode Clly, Slak, dpoode Clly, Slak, dpoode \
Wame Here Wame Here Wame Here &
Ef&'f'c'é.rfgpcm/ S Gcsae || S o \ Previsw Screen
Wame Her Wame Her Wame Her \
cfsrséﬁfgpcsl el e || A, cone \
Einers ter J Einers ter Einers ter IF EEEED
Clly, Slak, Opfode Clly, Slak, Opcode Clly, Slak, Opcode \ S
Label Style \\
G [Tz Cas Cws Cas O \ | EmEEEs |
\ 2
PreviewLakbel Print Label \ Ext
\
/[ \
Select the mailing label you wish to Select the letter that you want to
print from the Label Grid. Highlight the send to this contact from the Letters
label position, select the label style and on File list on the right of the screen.
press Preview or Print Label. Highlight your selection and press
Print Letter.

When the letter is ready to print, press the Print this Letter command button at
the top of the WordRite screen. Your printer will be activated. Follow your print-
er’s instructions to complete the printing process.

PastPerfect has a special built-in printing feature that allows you to print individ-
ual mailing labels when you print a letter from the Contacts Screen. This feature
allows you to re-use mailing label stock. Simply select the position on the mailing
label stock by highlighting the position with the mouse. The printer will print the
contact mailing information on that particular label.
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PRINT MULTIPLE LETTERS USING A MAILING LIST

To print a mass mailing, select Lists & Labels from the PastPerfect main menu.
The following screen will be revealed. This screen shows all the mailing lists,
both user-defined and fixed, that are available. Select the desired list and press

the big Continue command button.

Figure 17-7 B Lists & Labels

Lists & Labels User Defined Lists

screen Annual Yolunteer Picnic List

Select the List for which you
wish to print a mailing, and
press the Continue command
button.

Records | ~| [FixedLists Records |
14 All Contacts 39
Christmas Party List 28 AList 14
Director's Circle Dinner List 16 B List 3
Docent Education Mewsl|etter 7 Docents 4
Exhihit Opening List 28 Employees T
Explorer's Club Dance B Students 1
/ unchtime Lecture Series 13 Wolunteers 18
Senior Field Trips 3] Gold Donors 3
] Silver Donors ]
07 | |Bronze Donors 16
] Donated 26
] Mever Donated 13
1] Fledge Open 22
0 Mo pledges 17
1] Contacts with membership 26
1] Contacts without membership 13
1] Billing Memhers 20
1] Maon-hilling Members 3]
1] Memberships Overdue 1]
1] Memberships Mot Overdue 20
] Life Members 2
1] Inactive Memberships 1]
1] Stap Mail 4
0
] Addresses ey Mailing Log
0

Defined List

Create or Modify User

Click on desired list to
create, modify or print.

Click Sort to alphabetize
the User Defined Lists

Click on desired list and then press Continue to
print lists, labels, and letters or send e-mail.

Continue

Pressing the Continue command button will activate the screen shown in Figure
17-8 where you may narrow the list to be printed by using the field range choices

on the left side of the screen.

For example, you may wish to print letters for contacts whose last names begin
with the letters A through L. To print only that sub-set of the list type “From AA
Thru LZ” in the Last Name fields. This will narrow the list to only contacts whose
last names fall between “A” and “L” in the alphabet. Once you have narrowed
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. 5 —
F|gure 17_8 W Select List
Select List All Contacts “ou may select field ranges below to further narrow the list Sart by
From | . From ] " Fallow up date
Screen Group Thru‘POTENTIAL VEMBERS EEIE] Thm’i " Firstname  { Membership name
(% Lastname  Membershiptype
Firstame M| ALFRED Followup Dats L O Company (~ Last paid
T | RUTH Thed | 031 042006 = et
] Cit Paid th
Lastname me‘“ T ! f‘st:ta Fo:er#ru
Thu L7 Thr 44
| h " Zpoode € Field 1
From From '7 " Groy
Comparn Type [
e Th | \ (S ETr
Nemkst o S " Use the range fields to narrow the
S Th | TLUCK AND LOLLOU ERAIN Subtype o - g . .
ca, o ArmErTEr ~. list of contacts for which you wish to
Thrs [ WESTGROVE print a mailing. If you want to send
State T,& w=tpea 7| the mailing to all contacts on the list
i [1pe . X .
fen] 755 .| simply leave the pre-filled setting.
Tincod Paid thru
et Thru | 95575 Theu | 0311072005 ST Preview labels
CH2 s
3 = Display number of fas (s Prim%be\s
Prirt Letters E-mail Letters Export to Excel file DonationDues Summary | S2i=cted contacts I Envelope -
Aa\ling Dt ’W |—~Include E.Iontacts with stopmail m
/ Aclust to be sure correct summerivinter address is used. Hiveluip i nziss Exit

Press the Print Letters command
button when you are satisfied with
the list you have selected.

your list to only the contacts for which you wish to print letters, Press the Print
Letters command button.

Pressing the Print Letters command button will activate the WordRite screen as
shown in Figure 17-9. At the top of the screen you will notice a row of new com-
mand buttons that have not been available before.

Print Letter - This window shows you the titles of the letters that are available for
printing. To peruse the list, press the down arrow to the right of the blank win-
dow. To select a letter, highlight it with the mouse and click. The selected title will
appear in the title window.

Print this Letter - This command lets you print the default letter template.

Print all letters - This command sends a letter for each contact on the list to your
printer.

Print selected letters - This command allows you to go through the letters one at a
time and decide to print or not print each letter.
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Dear Formal/Casual - Select whether you want to print the letter using the casual

or formal Dear name for the selected letter. Click on the radio button to choose

casual or formal.

Figure 17_9 W Pastime WordRite
Wordthe Print Letter |AnnualMeenngAnnwncemem Letter j & Print this \etterl 35k Print sl letters | =82 Prirt selected \gngrs‘l Dear (+ Formal ( Casual Exit

e EI R R AR R E IR =
Screen Wormal || aral w12 Alsru =iz i

R g
hs Pl PASTPERFECT MUSEUM
Aty [ 300 North Pottstown Pile Suite #200, Exton, Pennsylvania 19341

o 4F | Voice: 610-363.7844 Fax: 610.363-7845 Toll-free: 800-562-6080
S ke
July 17, 2004

Use the down arrow to

the right of the Letter Title Kate Baker, Qwner _
. . . £ Picture Perfect Photo Studio

window to view the list o 100 South High Street

available letters. Suite D
Pastville, PA 19382

Dear Ms. Baker:

The PastPerfect Museum of History will be holding its annual
planning meeting on December 10th at 5:45 P.M. We will discuss
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