Easy, inexpensive...Effective !

POP faXGcom FaxMail Merge
-’

FaxMail merge is an option, developed by Popfax.com, that allows users to
send personalized faxes to multiple recipients at once, without changing
the actual body of the fax, but making a few changes for personalization
purposes.

Recipient’'s address

The documents can contain as many merge-fields of information as you
want, allowing you to create individually personalized faxes, and to
automate repetitive document production tasks.

In order to use FaxMail merge, you create one “‘master” document
containing the information that is the same in each copy, and then add
placeholders for the information that will be uniquely personalized on each
copy. You then send this master document to Popfax via email, together
with the database file containing the custom information.

Sender’'s name

Popfax takes care of the rest.

The FaxMail merge option is included in the Option pack, and the rate
per minute is the same as for standard faxes sent with Popfax.

For volumes larger than 1000 personalized faxes at once, do not hesitate to
contact the Popfax Customer Care service (see online contact form or call
me back button)
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Easy, inexpensive...Effective !

In any mail merge, there are three different elements:

PGP faXQC(Jm FaxMail Merge
N’

1)Main Document - This is the document (MS Word) that contains the text and graphics that are the same for each version of the
merged document.

2)The Data source file - contains the information to be merged in the main document: list of names, addresses, fax numbers, etc.
It must be an MS Excel file (XLS) format with a single sheet. The column with destination fax numbers must be named Popfax.

3)The merged document - includes the information from the main document, plus placeholders with each recipient’s unique
information.

ATTENTION !!!
r The name of the
@l__] Main_document.doc [CDmpat...E@g . I o —E= g
" COlUmn Wlth __] Merged_document.doc [Co...
= destinations must
be Po pfax 610 Cor porate Way,
A B \s.':'l‘:ylcottaﬂe

1 First name Last Name |Popfa 1 MY 102812053

2 |Tim Robbins +441234567890

3 John Brown "+441234567899 | Dear Tim Robbi

ear Tim ins,

a Jim Waters "+4412345675898  — | |

5 |Melissa  Pearce 4441234567888 —
This is a personalized fax from 6 This is a personalized fax from
Popfax.com — global provider of Popfax.com — global provider of
Internet fax services. 7 Internet fax services.

3

4k M
Best regards, Sheat1 &2 Best regards, .
Popfax.com team Popfax.com teaml o

¥
m | ]

The main document Data Source file The merged document
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FaxMail Merge

P@P faxX.com

Start merging the document

1. Click Start Mail Merge on the Mailings tab and choose

Step by Step Mail Merge Wizard.

Envelopes Labels Start Mail Select Edit Highlight
Merge = |Recipients = Recipient List || Merge Fields

Letters

Create

E-Mail Messages 11 |

Enyelopes...

- Home Insert Page Layout References Mailings Review View

ress Greeting Insert
Line
Write & Insert Fi

Labels...
Directory
Mormal Word Document

Step by Step Mail Merge Wizard...

BREOD LD

2. Select Letters as the
document type and click

Next: Starting

document.

Mail Merge v X
Select document type

What type of document are you working
on?

@) Letters

() E-mail messages
~) Envelopes

() Labels

() Directory

Letters

Send letters to a group of people. You
can personalize the letter that each
persan receives,

Click Mext to continue.

Step 1 of 6
& Mext: Starting document

3. Select Use the
current document and

click Next: Select
recipients.
Mail Merge v x

Select starting document

How do you want to set up your
E-Mail messages?

@) Use the current document
() Start from a template

() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recpient
information.

Step 2 0f 6
& Mext: Select recipients

4 Previous: Select document type
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FaxMail Merge
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P@P faxX.com

Connect to a recipients’ list

o ) Select Table A=
4. Select Use an existing list and
H N D ipti Modified Created T
browse to locate the file. Then - ssereen :;I = ;E: e
. . . Sheet1! 732009 12:57:08PM 732009 12:57:08 FM TABLE
choose the worksheet within the file.
Mail Merge v X
Select recipients
@) Use an existing list 4 1 | »
() Select from Outlook contacts
- St fram Hufloet con First row of data contains column headers OK ] ’ Cancel ]
() Type a new list A
Use an existing list .
Use names and addresses from a file or Mail Merge Recipients &Ig
a database.
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the checkboxes to add or
Browse... remove recipients from the merge. When your listis ready, dick OK.
7 Editredpient list... Data Source IT Last Mame | First Name w | Gender | Personal address | Popfax =
Mail_merge.xls Great Britain +441 23456789
Mail_merge.xls [¥ Steve Morris Mr United States +12345678899
Mail_merge.xls I7 Micolas Derouet Mr France +33170247001
Step 3 of 6
% Next: Write your letter
Data Source Refine redpient list
< Previous: Starting document .
Ml mergexds. T L 4 sort,
W Eilter....
5. Click on Next: Write your letter. £ Find duplicates...
i 427 Find recipient...
- | Validate addresses...
A
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Easy, inexpensive...Effective !

FaxMail Merge

Pop

Insert Merge fields, preview your letters and save the merged file

6. Place the cursor where you want to insert a field and click Insert Merge Field on the Mailings tab and select the required field

from the list.

— . — . - e .
Jﬁn\l" H ) - 5 ‘1 s - test_mail_merge.doc [Compatibility Mode] - Microsoft Word N LI—M:'
el - =
Home Insert Page Layout References Mailings Review @

=1 Envelopes :. ;__] '=_] _=_] =7 Rules ~ i@% W 4|1 | b M| _ Q
2l Labels 5" — — — < & Match Fields 7 Find Recipient =
Start Mail Select Edit Highlight Address Greeting |]r|5ert Merge| Preview ) Finish &
Merge = Recipients ~ Recipient List || Merge Fields Block  Line Field - #] Update Labels || Resylts | S Auto Check for Errors || perge -
Create Start Mail Merge Write & 1 Gender Preview Results Finish
E [T A T S T S I SR I - R ST - S IR AR BN - SR | First_Mame [ Id MaiIMerge -
- Last_Name Write your letter

Popfa

Personal address

Insert Mail Merge Field

: P@P fax.com

_ Name, Surname: «First Name»
Address - «Personal_address»
Fax . «Popfax»

«Last Name»

Dear «First_Name» «Last_Name»

This is a mail merge test.

8 L
| Page:1 of1 | Words: 23 Qﬁ English [United States)
= =

Best Regards, |
Team Popfax.com _

If you have not already done so,
write your letter now.

To add recipient information to your
letter, dick a location in the document,
and then dick one of the items below,

5] Address block...

2 Greeting line...

J‘ Electronic postage...
?@ More items...

When you have finished writing your
letter, dick Next. Then you can
preview and personalize each
redpient's letter.

Step4of 6

% MNext: Preview your letters

4 Previous: Select recipients

e — p—

7. Click on Next: Preview
your letters from the right
side menu.

8. If everything is ok, click
on Next: Complete the
merge from the right side
menu.

9. Save the merged
document on your
computer.
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P@P faxX.com

FaxMail Merge

Send data to Popfax to be faxed

popfax_login_email @domain. com
mailmerge @gngfﬁx.mn‘h
e

SIDBTkGyTubab5n2s  ®

|
=

o Fram...
1,: ‘ Send To...
Subject:
! e
Create a new Enter

email message

mailmerge@popfax.com as
destination and the security code in
the subject

O ‘ From... | popfax_login_email @domain. com

To.. | mailmerge @popfax, com
Subject: SIDET ke 7 utxzb5n2s
Attached: @Merqed document.doc (76 KE|;

E_]Data source.xls (17 KE]

From...

Subject:

Attached:

popfax_login_email @domain. com

mailmerge @popfax. com

SIDET koy7 utxzbin2s

‘E_]Merqed document.doc (26 KEI;
@_]Data source.xls (17 KB

Attach the Merged document and

the Data source file

faxed

Click to send data to Popfax to be
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FaxMail Merge

Easy, inexpensive...Effective !

P@P faxX.com

Download the FaxMail merge report

In order to download the report, go to Outbox in your Popfax account and click on the “Mailmerge” link.

Popfax Box Outbox \
| Outbox Records perpage: 5 «

[ = To Days Status Date

= L mm = cmenn : 9 Dec 2009
[ Aot s Validate 37 OK 16:06:44

= . 9 Dec 2009
[ [E Mailmerge 37 OK 13:26:52

= . 7 Dec 2009
[ & wmailmerge 39  OK 11:16:26

i | |'1
m Opening Mailmerge_report_19837163.xds - )
You have chosen to open
= .
& Mailmerge_report_19837163.xls
which is & Feuille de calcul Microsoft Excel

4 Back

from: https:/fwww.popfar.com
& Downlll ot chould Firefox do with this file?

@ Open with Microsoft Office Excel (default) - l | L

_X Delet ©) Save File |.

7] D this automatically for files like this from now on.
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