Letter Master

The Letter Master is used to send letters to your customers, utilize your database to print labels
or to find out who your best customers are to help plan for the future.

To begin, from the ShipRite main menu:
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File Switch Users Utilities | Actions | Setup Help
Shipment History
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Pack Master Il
GoOnline (End Of Day)
MailBox Manager

Letter Master - MS Word
Price Charts

Receivables
Inventory
Purchase Orders
Tickler
Smart Swiper CC Processor
Email PPP Report to DHL

Time Clock
Zipcode Editor

Shipsurance: Insure Package

Table Management

Quick Books Management Module

e Click the ‘Actions’ tab, then go to ‘Letter Master — MS Word’
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LETTER MASTER

EZSteps

Choose The Type of Information

® Contacts

® Receivables

® Inventory

e Choose the type of information to use, Contacts, Receivables, or Inventory, by clicking
the appropriate radio button
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EZSteps

#1 ~§ Choose The Type of Information

© Contacts

® Receivables

® Inventory

e C(Click the EZSteps #2 button
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LETTER MASTER

EZSteps Time now to CHOQOSE a Card, Letter, or
Label to generate...

wvery Labels 62
COD Collection Letter Contacts
Collection Letter Deadbeat Contacts
Customer Data Contact Contacts
Long Time No See Longtime Contacts
New Customer welcome Contacts

Click here to ADD a new letter.

Click here to CHANGE a Letter's Type

e Select the type of letter or label to generate by clicking on the selection
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LETTER MASTER

EZSteps Time now to CHOOGSE a Card, Letter, or
Label to generate. .

COD Collection Letter ontacts
Collection Letter Deadbeat Contacts
Custorner Data Contact Contacts
Long Time Mo See Longtime Contacts
New Custormer welcoms Contacts

Click here to ADD a new letter.

Click here to CHANGE a Letter's Type

e Click the EZSteps #3 button
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Select the Query Criteria to limit the number

EZSteps .
=k of items generated...

Select Shipper, Consignee, or both |

Name Range: Shipper M Consignee

City, State, or Zip: Limit the search based on City, ‘
State, or Zip criteria
I N N vy p

Shipping Volume Limit the search based on the

I e ——

Package Count: Limit the search based on the

TO - number of packages shipped

. . Limit the search based on all
First Date: NEW customers from begin date
Last Date:

To _ - Limit the search based on ALL

customers from begin date to end
Next Contact Date: date

I - |

= Ok, now chooss 'MERGE' to generate NOW!

e Limit the query criteria generated by filling in any of the appropriate text fields
e Finally, click the ‘Merge’ button to produce the document



If this is your first time using the Letter Master, then you will see the following popup message.
You will need to locate the WINWORD.EXE file path.
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N ShipRite program needs to know the Microsoft Word path in order to
¥’ setup the merge feature...

In the 'Locate WINWORD.EXE' dialog box, please locate the exact path
to the WINWORD.EXE file and click <Open>

Last Date:
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Next Contact Date:
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® Ok, now choose 'MERGE' to generate NOW!

e Click the ‘OK’ button

A new window will open up for you to search for the WINWORD.EXE path
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In this example, the executable file was located at C:\Program Files (x86)\Microsoft
Office\Office14\WINWORD.EXE

Double click on WINWORD so that ShipRite knows where to locate MS Word



Opening this document will run the following SQL command:
A SELECT *FROM C:windows\merge.doc
Data from your database will be placed in the document. Do you want to continue?

Show Help ==

v || | | rep |

Was this information helpful?

o Click the ‘Yes’ button for the message prompt
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At this point, MS Word will open up to show the results of your merge. If your results aren’t
showing, as seen in the above image, then you must complete the next series of steps.
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e C(Click the ‘Mailings’ tab at the top of MS WORD
e C(Click ‘Preview Results’ to show the details merged with the template
e Finally, click ‘Finish & Merge’ to print the document



