Custom Merge Fields - How to Create & Edit

When using Letter Merge Functionality, you have the ability to create your own Custom
Merge Fields. These fields can be used to populate standard predefined text, or can be
used to merge a particular dollar value from a Disbursement, Cost or Fee code.

1. Accessing Custom Merge Fields

From the Main Menu, select Schedules, then Custom Merge Fields.
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Adding a new Custom Merge Field

1. Add a new Custom Merge Field

When the main Custom Merge Field screen appears, click the +Add button to add a new entry.
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) Custom Merge Fields

1]
>

Field Mame Field Value
% AFP Mational Police Cert Charge
% Disclosure of Interests List of Firms
% English Language Test Charge
[y | Fee Far Copy Of File
% Health Examination Charge
% Health Insurance
% Hourly Rate When Client Breaches Contract
% Min Fee Charged On Cancellation
% Overseas Police Check Charge

% SigratureBlock =ResponsiblelaivenMames» «Kesponsibleburnames
g Minratinn Anents Reaistration Mo «ResnnnsibleRefns
[y Translation Fee [per page)

% Visa Label Charge

Key: [y This field is used by MM Templates | El More v| Add | | EJ close |

2. Enter the Field Name
Enter the name that you would like as the Merge Field in the Field Name.

o=l New Custom Merge Field — O X

Field Name ||

Field Value
(@ Use the Value from this Disbursement Code: w | | Select

() Use the Value from this Cost Code:
() Use the Value from this Fee Code:

(") Use the Following Text:

Add Merge Field: o

R Cancel [ Save & New [H Save & Close
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3. Select what value you would like to populate for this Merge
Field

3.1. Creating a predefined text merge Field.

If you would like the Merge Field to simply populate a block of predefined Text, then:

+ Select Use the Following Text.
+ Enter the predefined text in the Text Window.

| 85 New Customn Merge Field - O X

Field Name |TestText

Field Value
I () Use the Value from this Disbursement Code:

() Use the Value frogg this Cost Code:
u e from this Fee Code:

(@) Use the Following Text:

This ils the Text that will Merge onto your documents when <= Test Text>> is used as a Merge
Field |

N

Add Merge Field: | [

3% Cancel [ Save & New [ Save &Close

You can also add predefined Merge Fields to your text block. To do so:

Move your cursor to where you would like the Merge Field inserted in your text block.
Select the drop-down arrow next to 'Add Merge Field'.

Select the Merge field you would like.

Click the + 'Add' button.

PN~
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5 New Custom Merge Field - o x
|

Field Name | TestText

Field Value
() Use the Vialue from this Disbursement Code:

(O Use the Value from this Cost Code:

o) o Value from this Fee Code:
® ;Awng Text

This isthe Tﬂwil\ Werge onto your documents when <<TestText>>is used as a Merge

Field

Hello. My name is’

Add Merge Field

User - Given Names ~

User - Sumame

3% Car|User - Prefered Name

User - Office Name

User - Pastion

User - Primary Regitration Number

User - Primary Registration Type

User - Extemal Emal

User - Intemal Email
ser - Te e Country
Area Code

©

Responsible - Given Names

Responsible - Sumame

Responsible - Prefemred Name:
ice

Responsibic - Postion
Responsibie - Primary Registration Number
Responsibic - Frimary Registration Type

il

Responsible - Telephone Courtry
Responsible - Telephone Area Code
Responsible - Telephone

Responsible - Ful Telephone

e

3.2. Linking the Merge Field to a Disbursement, Cost or Fee code

If you would like to link the Merge Field to a Disbursement, Cost or Fee, then:

+ Select if your charge is a Disbursement, Cost or Fee.
+ Select the required code from the dropdown.

| 85 Mew Custom Merge Field — O s

Field Mame

Field Value

Walue from this Disbursement Code:

| (@) Use the Value from this Cost Code: Photocopying ~ | | Select

() Use the Value from this Fee Code: PAYSUR
Fax
(") Use the Following Text: Photocopying

If you need to create a new Disbursement, Cost or Fee code, you can click the Select button to
create new codes.

For Full Details on how to create new Disbursement, Cost or Fee codes, see Accounts Setup.
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4. Save & Close

1. Once the merge Field Name and Field Value have been selected, click Save & Close (or Save
& New to create another Custom Merge).

o=l New Custorn Merge Field

— O x

Field Name |Photocopy1ng
Field Value
() Use the Value from this Disbursement Code:
(® Use the Value from this Cost Code: Photocopying ~ | | Select
() Use the Value from this Fee Code:
(") Use the Following Text:

Add Merge Field: L'y

R Cancel [ Save & New = éa\re 4 Close

The Custom Merge Field will now display.
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) Custom Merge Fields

Field Name Field Value
% AFP Matiomal Police Cert Charge
% Disclosure of Interests List of Firms
% English Language Test Charge
% Fee For Copy Of File
% Health Examination Charge
% Health Insurance
% Haourly Rate When Client Breaches Contract
% IMin Fee Charged On Cancellation

% Overseas Police Check Charge

sHesponsiblet venMamess s Hesponsibleburnames:

% signatureBlock Minratinn Anenf< Reaictratinn Mo «RecnonsihleRefn:.

% Translation Fee (per page)
% Visa Label Charge
Photocopying Use the value for the charge code Photocopying (Currently 20.00)

Key: [ This field is used by MM Templates |Emore |- || add || E] glose |

Editing or Deleting Custom Merge Fields

To Edit or Delete a Custom Merge Field, simply highlight the Field, then Right-Click to select
either Edit or Delete.

) Custom Merge Fields

Field Name Field Value
% AFP Mational Police Cert Charge
% Disclosure of Interests List of Firms
% English Language Test Charge
% Fee For Copy Of File
% Health Examination Charge
% Health Insurance
% Haurly Rate When Client Breaches Contract
% Min Fee Charged On Cancellation

% Onverseas Police Check Charge,

«H@gponsiblet venMamess «sHesponsibleburnames:

% signatureBlock ratinn Anents Renistration Mo «ResnnnsibleReflos

% Translation Fee (per
[y visa Label Cha

Photocopying Use the value for the charge code Photocopying (Currently 20,00)
gk Add Mew Merge Field

= Delete Selected Merge Field
[& Edit Selected Merge Field

Key: [ This field is used by MM Templates |Emore |- || & add || Close |
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