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When doing a mail out or sending event letters, add text, dependent upon values

(adding ‘if’ statements into a merge template)

In this example (an event attendee letter), we are going to add two different sentences depending upon whether the attendee is paying a fee or not.
Note that it’s useful to have done a mail merge with at least one record satisfying each condition you’ll be testing for before you do the following. In this example, one attendee who is paying and one who is not.

· Open the mail merge letter template from the mail merge folder
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Move to where you want the text to appear

· Click on ‘Insert Word Field’ button on the Mail Merge toolbar (see right …)

· Choose If … Then … Else

The following dialog box appears …
Fill out the box.
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Notice that in the last ‘Otherwise …’ section we have not yet put in what the fee payable is. The value(s) for this come from the field Attendance_Fee which is a ‘field’, and unfortunately you cannot enter fields in at this stage.

· Click OK to finish
In your letter you will now see one or other of the following sentences, depending upon whether the record you’re currently viewing has an attendance fee or not::

Please note: there is no charge for you for this event.

Please note: we ask for payment before the course starts; if you have not already paid please make arrangements to do so. Your fee payable is
We now have to add the attendance fee to the second sentence.

To do this we need to see the hidden mail merge code.

· Click on the sentence and press Shift+F9.

You will see something like:

{ IF £10.00 = 0 “Please note: there is no charge for you for this event.” “Please note: we ask for payment before the course starts; if you have not already paid please make arrangements to do so. Your fee payable is” }
This can be read as if <condition>  “display this if condition is true”  “display this if condition is false”

Notice that each of the two alternatives are within quotes.
To add the attendance fee to the second sentence:

· Move to where you want the value to be displayed – but make sure that you’re inside the relevant set of quotes
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· Click on Insert Merge Fields button on toolbar
(see picture below for button)

· Scroll down to the field you want to add (see right)

· Click on ‘Insert’ button

· Click on ‘Close’ button

· Press Shift+F9 to hide codes

· That’s it!

To make sure its worked, you can use the Preview button and the buttons that move through the records (see picture below)
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