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Mail Merge Overview
…What will we be focusing on today?
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• Where to locate Mail Merge Form “Standard Templates”

• The Difference between RTF and XML links

• How to Format an RTF form 

• How to Format an XML form 

• Permit Form vs. License Form

• Permit From Letters vs. Case Form Letter

Mail Merge Overview



How to Format a Mail Merge Document

…Using the Sample Templates with RTF or XML Links
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• How do I navigate to Mail Merge Templates?

– Maintenance

– new world ERP Suite

– System

– Mail Merge Templates

Mail Merge “Sample” Templates
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• Sample Templates will be what first appears

Mail Merge “Sample” Templates

• You can click on any Description to OPEN the Sample Form
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• What is the difference between RTF vs XML?

RTF vs. XML Links

Hyperlink (XML)
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• RTF links

– Permit Form

– Permit Form Letters

• XML links 

– License Form

– License Renewal Form

– License Delinquent Notice

– Case Form Letters

RTF vs. XML Links
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• Copy/Paste Links but MUST use Start & End Letter 

How to Format an RTF Form 
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• Inserting a Table (charges)

How to Format an RTF Form 
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How to Format an RTF Form

Permit Form

Permit Form Letters
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• Copy/Paste Links but MUST “scrub” the hyperlink

How to Format an XML Form 
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• 2 Microsoft Word Settings

How to Format an XML Form 

1) Update auto links at open

2) Update links on save
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How to Format an XML Form

License Form

License Renewal Form

License Delinquent Notice

Case Form Letters



Permit Form vs. License Form

… Performing a Mail Merge
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• Select “Mail Merge Type” dropdown

Mail Merge: Permit Form vs. License Form
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• Step 1: Click New

Mail Merge: Permit Form

▪ RTF

▪ Name Form

▪ Select File
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• Step 2: Click Check In

Mail Merge: Permit Form
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• Step 3: Click Finalize

Mail Merge: Permit Form
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• Step 4: Click Permissions

Mail Merge: Permit Form

▪ View

▪ Print
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• Follow the SAME 4 STEPS as a Permit EXCEPT STEP 1 ..... 

Mail Merge: License Form

Select XML !!



Permit Form vs. License Form

… Using the Mail Merge Output



23 |  © Tyler Technologies 2016

Permit vs License: Using Mail Merge Output

“… I just spent all that time and NOW I can’t even SEE MY FORMS?! ”
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Permit Form to Permit Type License Form to License Type

Permit vs License: Using Mail Merge Output

• ATTACH the Permit/License Form to its MAINTENANCE TYPE
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• Step 4 Permissions = the right to ATTACH Permit Output Format

Permit: Using Mail Merge Output
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• Without Permissions a User Can’t use the Merged Form

License: Using Mail Merge Output
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• Step 4 Permissions = the right to ATTACH License Output form

License: Using Mail Merge Output
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• Without Permissions a User Can’t use the Merged Form

License: Using Mail Merge Output



Permit Form Letter vs. Case Form Letter

… Performing a Mail Merge
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• Select “Mail Merge Type” dropdown

Mail Merge: Permit Form Letter vs Case Form Letter
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• Follow same 4 STEPS to merge document into system

Mail Merge: Permit Form Letter vs Case Form Letter

1 234
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• Step 1: Select File Type RTF

Mail Merge: Permit Form Letter

Select RTF!!
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• Step 1: Select File Type XML

Mail Merge: Case Form Letter

Select XML !!
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• Step 4: Select ALL Users (to use the form)

Mail Merge: Permit Form Letter vs Case Form Letter

▪ View

▪ Print



Permit Form Letter vs. Case Form Letter

… Using the Mail Merge Output
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• Step 4 Permissions = Users the right to View/Print the Letter

Permit Letter: Using Mail Merge Output
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• Step 4 Permissions = Users the right to View/Print the Letter

Case Letter: Using Mail Merge Output
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Permit vs Case Letter: Using Mail Merge Output

(Happy Users Pictured Below)



Thank You!!!
Summer Zwarun – Application Specialist

Zuew Kue – Customer Support Team Lead
Tuesday, October 4th 2016


