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Using Insert Word Field in Microsoft Word to Add 

Values to Letter Text Based On Merge Field Values

WinSales Version: 3.x/4.x/5.0

Revised: 2/17/00

Support Document: Sup059

Question: How do I use Insert Word Field in my documents?

Open your WinSales document you wish to add a word field to.

[image: image2.png]Field name; Comparison:

Compare o

ose 7| [t

| |

(Company
Satation

[Horrfic
First
Last

therwise insert ths text:




Select Insert Word Field
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Select If…Then…Else
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[President, CEO
(425) 483-0129

therwise insert ths text:
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Pick the field you wish to compare
Type in the Value you wish to compare to that Merge Field


Type in the Text you wish to enter if the <<MergeField>> equals the Value


Examples of when to use:

· Sales Reps with different phone numbers and extension  

IF SalesRep = John doe THEN Sales Executive, (206) 555-2000 x123

· Sales Rep custom enclosures

IF SalesRep = John Doe THEN Encl: Information Pack

· Custom Greetings and  Signatures

IF SalesRep = John Doe THEN Reguards Else Sincerely

· Holiday greetings 

If Date = 12/25/2000 Then Merry Christmas Else Sincerely

To view the document in raw field format Select Tools/Options and click Field Codes
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