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Network Scanning

The HC5500 with HS2000 scanner allows for network scanning!

« Scan and download files to
a computer or other
network location using
either the:

PostScript
GDI RIP!

 It’s simple and easy to do!
Place document on
= the glass platen or
= the ADF.
How?
= Go to the Main Menu,

= Select the Network Scan
button.

The HC5500 with HS2000 scanner allows for network scanning!

The HC5500 enables users to scan files and download them from either the
PostScript or GDI RIP to a computer or other network location!

It's simple and easy to do. Here’s how! Place the document you want to scan on

the glass platen or in the ADF. On the Touch Panel Display, touch the Top button
to bring you to the main menu. Select the Network Scan button. This will display
an interface similar to the Copy function or scanning to storage



Main Setting Tab

Select Color and
Scanning settings from
here

(IR
) B

Select scan file type here

There are two tabs with various features and settings.

Under the Main Settings tab users can select settings such as:

escanning level;
scolor, monochrome or grey scale; and
eoriginal image.

In addition, users can select the file type to scan the document to. Those file
format selections are:

- PDF
TIFF
«JPEG.



Image Processing Tab

* Image Processing tab:

Select settings:

= scanning resolution which
include:
= 200 dpi,
= 300 dpi,
= 400 dpi
= 600 dpi
= gamma controls for CYMK,
= duplex scanning
= original orientation
= image detalils.

Under the Image Processing tab users can select settings such as:
escanning resolution which includes
200 dpi,
300 dpi,
*400 dpi
600 dpi,
egamma controls for CYMK,
eduplex scanning, original orientation, and
simage details.



Image Processing Tab

» Scanning Controls: input
a user name
a job/file name
a security code

Owner name: PSCN

/]
I Owner name

it ﬂ]ob name

|:|.‘-ae1:t||'|l\r code

The scanning controls are on the right side of the screen.

Users can put a user name and file name to the document by touching the box and
typing in a name.

A security code can also be applied to the scan.



Digital Key Pads

Digital Key pad: » Security Code Key
pad

= — Input security
code using

digital key pad

Input user and job
name using digital key
pad

Use the digital Key pads to input a user name, or apply a name to a job or file. Or to
apply a security code.



Scanning

Touch “Start”

e If using the ADF:
the entire
document will Ready to copy
scan.

e If scanning from the
glass:

the display panel
will ask if you want
to scan additional
pages.
Select Scan to
scan additional
pages or Close to
finish.

Your document is now

stored on the HC’s RIP.

Note: Multi-page TIFF and JPEG documents are downloaded as
individual pages).

After all of the settings and naming are done, select the Start button. If using the
ADF, the entire document will scan. If scanning from the glass the display panel will
ask if you want to scan additional pages. Select Scan to scan additional pages or
Close to finish. (Note: Multi-page TIFF and JPEG documents are downloaded as
individual pages). Your document is now stored on the HC’s RIP, whether it is the

HC3R-5000 or the HC&r-9000. This file can be downloaded off the RIP to any
networked location.



Download a Scanned Job

From your computer:

* Access RISO Console
* Click “Custom setting”
* Click “Network scan”

To download a scanned file from the RIP, the user would go back to their networked
computer.

Using an internet browser access the RISO Console feature.
Click the Custom Settings button on the Console and click on Network Scan.



Download a Scanned Job

» Select the desired job

Check the box ""_"
e Touch “Download” i 2
R

level, original orientation and more.
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Note the “Details” button shows all of the details of the scanned
job including scan resolution, gamma details, zoom, scanning

This brings up a dialog box with all the documents scanned using the Network Scan
feature with information such as job name, owner name, number of pages and date
and time of scan. Check the box next to the document you want to download and
select Download. (Note the details button shows all of the details of the scanned
job including scan resolution, gamma details, zoom, scanning level, original

orientation and more).




» Dialog Box appears

« Select
+ “Open” or
’ HSaveH

For TIFF and JPEG documents you
will need to download pages
individually for multi-page scans.
Select Download.

For TIFF and JPEG documents you will need to download pages individually for
multi-page scans. Select Download. You will be prompted to Open or Save the
document.



Save As @

vl Qe E-

Dialog box appears /g
« Select desired location /
57

*Click sSave — |

My Computer

File name izl

MyMNetwark  Savesstype | Adobe Acrobat 7.0 Dacument ~

Note: The HC5500, scanner and RIP must have the latest
firmware versions installed.

Note: The HC5500, scanner and RIP must have the latest firmware versions
installed. Consult your technician for compatibility. For customers using RISO Data
Tools this feature is not available.
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The HC5500 with HS2000 scanner allows for network scanning!

The HC5500 enables users to scan files and download them from either the PostScript or GDI
RIP to a computer or other network location!

It’s simple and easy to do. Here’s how!

Place the document you want to
scan (use the 3 page newsletter
“Solutions” in the back of your
workbook) on the glass platen or in
the ADF. On the Touch Panel
Display, touch the Top button to
bring you to the main menu.
Select the Network Scan button.
This will display an interface
similar to the Copy function or
scanning to storage.




There are two tabs with various features and settings.
Under the Main Settings tab users can select settings
such as scanning level; color, monochrome or grey
scale; and original image. In addition, users can
select the file type to scan the document to. Those
selections are PDF, TIFF and JPEG. You will do this
workshop twice, once to scan as a PDF and later to
scan as a JPEG.

Colour mode Scanning level

|I Colour ! Light
u Grey I Standard

Select Color and Scanning
settings from here
Select Standard

Ready to copy

Job saee PSCHOOTS

Select scan file type here
1. asPDF
2. asJPEG




Under the Image Processing tab users can
select settings such as scanning resolution
which includes 200 dpi, 300 dpi, 400 dpi and
600 dpi, gamma controls for CYMK, duplex

scanning, original orientation, and image
details. Scan at 300 dpi, select Duplex

On the right side of the screen are the controls for scanning.
Users can put a user name and file name to the document by
touching the box and typing in a name. A security code can
also be applied to the scan.

0 @
(]

Input your name as user and your
branch name as the job name
using digital key pad.

Owner name: PSCN

IOwner name

L Jhgigtis
sl

Input security code using digita
key pad. Write the security code
here:




After all of the settings and naming are done, select the Start button. If using the ADF, the entire
document will scan. If scanning from the glass the display panel will ask if you want to scan
additional pages. Select Scan to scan additional pages or Close to finish. (Note: Multi-page
TIFF and JPEG documents are downloaded as individual pages). Your document is now stored
on the HC’s RIP. This file can be downloaded off the RIP to any networked location.

To download a scanned file from the RIP, go back to the networked computer and using an
internet browser access the RISO Console feature. Click the Custom Settings button on the
Console and click on Network Scan.

) PSR Console - Microsoft Internet Explorer,

File Edit ‘iew Faworites Tools Help

Qux- © M @G P doroos @ -5 @ -JE B
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' Monitoring:
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@ Applet jp.co.ntl. applet, user, User started | | | | | | 8 Internet |




This brings up a dialog box with all the documents scanned using the Network Scan feature with
information such as job name, owner name, number of pages and date and time of scan. Check
the box next to the document you want to download and select Download. (Note the details
button shows all of the details of the scanned job including scan resolution, gamma details, zoom,
scanning level, original orientation and more).

Flyer3 2006/12/12 11:05
2006412112 11:02

Flyer Tohti3mith 1 2006412412 10:56
PECHO0GY PECH 22 2006/12/01 14:44
FPECHO0A3 F3CH 23 2006/12/01 14:43
FPECHO0AT F3CH 12 2006711529 15:38
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For TIFF and JPEG documents you will need to download pages individually for multi-page
scans. Select Download. You will be prompted to Open or Save the document.

Network scan




If you select Save, a dialog box will come up allowing you to select any location on the
computer or network. Save to a Scan Folder on the Desktop.

Save As @@

Save in: |lﬂ Reparts v| € 5 Al

D

My Recent
Documents

f‘[‘:

Desktop

9

by Documents

by Computer
~ N
- File name: | A | [ Save l >
by M etworl, Save az type: |.-‘-‘-.|:||:|I:|e Acrobat 7.0 Docurment w |

Click Save and the document is now saved in the location you selected.
Repeat the Workshop using JPEG as the file format.

Note: The HC5500, scanner and RIP must have the latest firmware versions installed. Consult
your technician for compatibility. For customers using RISO Data Tools this feature is not
available.
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9\\3“““ Training Purpose

* Master the use of MS Word Mail-merge
tools.
Introduction to MS Word mail-merge tools
Visual presentation of the process
Extensive hands-on workshops




3 0 35
S
E; MS Word

* Why use MS Word for mail-merge?
Logical starting point for training skills

MS Word is resident on most user’s
computers

Prospects are comfortable working with it

Mail-merge Wizard is easy to use
= Letters
= Envelopes




MS Word Mail-merge

 MS Word Mail-merge
Links a static document to a data source
= Data sources contain variable information
Excel file
Comma separated format

@ Sarmple Excel data file @ Sample csv data file
H | Microsoft Excel Workshest a Microsoft Office Excel Comma Sepa..,
|

Hl | 454 kB 49 KB

The first thing you need to do a mail merge is a data file with the variable
information you want to print such as names and addresses.

The best data file types to use for Microsoft Word is a .CSV (comma separated) or
Excel file.

Consult MS Word help for a complete list of supported data files.
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example —=— -
A B | c 1 D 1 E Le| 6
0 [First Name  Last Mama  Company Strestdddrnss City State ZipCode
| 3 |Danial McF ardand A W Bast Company 711 New York State Route 3 Oneorda NY 13120
Of an Ll::lﬂ}\’\ Tarws Anbott Interfast Corporateon B1 Maourdain W)" Or IILﬂfha‘lﬂlI wT THSD
LJGG Quinones Accurate Custom Cabinets Inc. A108 Framidord Ave Hu"ﬂﬁﬂl\ T X520
| 5 |Jimeny Adans Adrvondack Educationsl Center 4201 Ardvom Dr New Eramen OH 45569
EXCe | 6 |rina Kaster Advantage Golf Metro DC 1576 Magnalia Dt Washington  0OC 20543
¢ |Virgima Fleves Agnum US Inc. 11450 Bambndge Drove Washinglon 0C X543
8o Friugnean e CHnGHr SOERT S R B Washingion D 20843
9 |Enca Tath Asthar Inc 501 Lafayette Drove Selinsaeon PA 17870
| 10| Raymond  Butler Besl Prete I e Rl Mine Hill N 20609
d ata R A Beat Carmpary 711 Hiew York State Roue 3 Onécrda TRE ]
12 | Johe Damdson Abbott Interfast Corporation &1 Mounain Way Dr Burlmgon NT 2650
13 | Jack Huppen Accurate Custom Cabinets Inc. 4108 Framiford Aww VT 2852
b aS e 14 |Phylirs Matin Adwondack Educationsl Center 4201 Awbom Dr OH 453059
15 |Boniv Tyler Advantage Golf Metra DG 1676 Magnslia Or DG 20543
16 | Mathan Lang Agrium US In¢, 11480 Bainbridge Drive DC 20543
A7 | Adex Hartman Asnancan Cancor Sociaty 3008 S Rwer Rd ‘Washington DC 20543
| 18 | Maricn Roche Astham Inc 501 Lafayette Drive Selinsgeot PA 17870
| 18 | Paul Muedar Best Pross 1679 River Rdl s Hill N 29E09
20 | Mark. Williams Advantage Golf Wetra DC 1576 Magnalia Dr ‘Washingtan DC 20543
21
B2
{3 | =
[24]
[=] =
=
CRERY  sehodk ) cleaned-1 pass s 151 | i
Rasdy 4

Data files should set the first row to be the column headers which identify the data
fields such as First Name, Last Name, Company Name, etc. This allows for easier
field matching when you merge in MS Word.



» Static documents:
Text in a letter

Product
announcement

Invitation text

Return address
information

Mailing indicia
information Q")

Form letters




MS Word Mail-merge Tools

- MS Word Wizard N

Select document type

‘What type of document are you

Letters and Mailings » ‘ t?” Merge. .. ‘ working on?
Dptions. .. Show Mail Merge Toolbar g Latta:s
¥ Show Japanese Greetings Toolbar o ;r::ur;:sages
=1 Envelopes and Labels... O Labels
Letter Wizard. .. ) Directary
Letters

Send letters o a group of peaple.
You can personalize the letter that
each person receives.

« Walks you through
the process when
creating a new
publication T




g - g\‘i?%“‘a“" .
AL MS Word Mail-merge Tools

* MS Word mail-merge toolbar provides
short-cut icons to reprint an already linked
document quickly.

N\
AR e ‘iiﬁl’||f§|§EllnsertWordFieldﬂﬁE—;{'?i:,gﬂlq 43 b ”%I%{u@ oo

* The reprinted document automatically
reflects any updates made to the linked
data source.

Mail-merge toolbar contains the short-cut icons used to reprint an already data-
linked job. The data-link will reflect any additions/deletions to the data source since
the last printing



g - $\52ﬂ€“5\“ -
9\\3““ Workshop Exercises

* In the training workshops you will use
MS Word Mail-merge tools to:
Create a new mailing of a letter e
Reprint an already linked document -

Merge to envelopes
= #10
=9 x12 .ge.




Video Presentation

Mail-merge to a letter document

10



Training Tools

 Workbooks contain

The presentation pieces P wsovuen
Workshop exercises: o
= Merging to a letter s
one T

= Reprinting a document TS

already linked to a data source = J

= Merging to a #10 envelope
= Merging to a 9 x 12 envelope

11



B

> L et o> ——
A Training Tools

 CDs contain

= Video demonstrations of each of the mail-merge
exercises

= Workbooks
= PowerPoint presentations
= Sample files

12
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9\\3““‘ Mail Merge Workshops

I ——————————
« Go to the V RSO Dnivershy

workshop
section of your
workbook.

« Natwork Scanning

= Mail Merge Using M5 Word S
Letter —

#10 Envelope
9 12 Envelope
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Using MS Word Mail-Merge Tools

MS Word provides multiple, yet specific tools to guide you through the mail-merge
process: MS Word Help Wizard and Mail-merge icons which appear on the upper tier of
the MS Word toolbar. Use the MS Word Help Wizard to create new documents for mail-
merge and the MS Word Mail merge toolbar to reprint documents already associated
(linked) to a data source.

Refer to the workshop CD for a video demonstration of each of the following workshops.

Workshop 1A: Create an MS Word mail-merge Letter document using the MS Word
Mail-merge Wizard Help.

Workshop 1B: Reprint a linked document using the MS Word toolbar.

ham & | 2 3 3| nsertword Field- | 2 2 9y 9 M 4 38 oM G2 |

Workshop 2: Print a #10 envelope using MS Word Mail-merge Wizard Help.




Workshop 1A: Using the MS Word Help Screen to create a letter mailing.

1. Open the document, Workshop Letter Text.doc on the Desktop/CD
2. On the toolbar, go to: Tools -> Letters and Mailings->Mail Merge

‘1? Speling and Grammar... F7
G Research... Ale+Click

Shared Workspace...

| Letters and Mailings 3 | Mail Merge. .. Iy

Show Mail Merge Io;h):uar

Show Japanese Greetings Toolbar

Templates and Add-Ins. ..
Opkions. ..

¥

=1 Envelopes and Labels...

Letter Wizard, ..

=] : Mail Merge - x
ESINA]

Select documen t bype

A Help screen will appear on the right of the screen.

aagiorking on?

) Ervelopes
O Labels
2 Direckary

Letters

Send letters ta a group of people. You can personalizs the
letter that sach person receives.

Click Mext to continue,

ep 1 0f6

% Mexkt: Starting document

In this workshop we will create a Letter for mail-merge. Notice that there will be 6 steps
to this process.

1. Select Letters

2. Click Next: Starting document to move to Step 2.

Step 2 is all about the static document, in this case, a letter.

You can develop a letter from an open current document, a template, or an existing
document. For this workshop we will use the current open document, Workshop Letter
Text.doc. A box appears showing recent MS Word documents. If the file, Workshop
Letter Text.doc is not open, select (More files...) and browse for the desired file which is
on the Desktop/CD.

]@ - Click:
Select starting document .
e Next: Selecting
Start from a template - .
T $iithcancen recipients to
e e move to the next
s step (Step 3)
o # Mext: Select recipierts 5 Sep2ofs




Step 3 is about selecting your list of recipients.

You can select to:
e Typeanew list
e Select from Outlook contacts or
e Use an existing list
For this workshop, we will use an existing list on the Desktop/CD:

EEElE T

Select Browse.

A Select Data Source screen appears. The default folder opens to My Data Sources. Our
file is not in this folder. Change to the Desktop/CD screen to access the workshop file
Faux database2.xls

Select Data Source 2 x|

Laok in: I My Data Sources j @ - A ﬁ A - Tooks~
+C0nnect ko Mew Data Source.odc
@+New S0L Server Connection, odc

My Recent
Documents

File name: || j MNew Source,.. | Open
Iy Wetwork, ;
Places Files of type: I.C\II Diata Sources (*.ode; *.mdb; *.mde;j Cancel |,
 — —




Select the Faux database2.xls file. Double click the file or select Open.

Select Data Source

21|

Look in: Im Deskbop j @ -3 Q Ay = v Tools -
My Documents [ snagit shats
@ A=l My Computer W rogeparing Word For Mail Merge.doc
My Recent ISE My Network Places Rack.saaksices doc
Documents

15500 corp launch materials
190 Day program and modules
1 Adobe PageMaker Mail Merge_Files
1 Articulate

__1Blackberry

_1David Conf Calls

_invite

My Documnerks | Mestor

__IFDF research

1 uizmaster files

_1RISD U Certi Mods

_1RKC

L

@
Desktop
©

@Holiday schedules for 2007 htm

8 155085 survey.doc

] Faux database 2.5
T igimasPaPs for Sales - Final.doc

IE_']GuideIines For Rals Plays, doc

@Jan Training Meeting discussion,doc

1) netwark scanning. doc

l—'E_I]Preparing Ward For Mail Merge.doc
[31 Shorbeut to Corporate Share Folder
[g Sharteut to Curriculum Work in Progress
[ sharteut to My Fictures
IE_I]Training Topics for HC Products 11 07 06.doc

File name: ||
Iy Metwork

Places Files of type: IP.II Data Sources (*.0dc; *.mdb; *.mde;j

3

3 v | C o ]

Cancel
¥

A Select Table screen appears. For this workshop, we will use the first table, cleaned-1
pass$. Select the table, double click or touch Open to display the table.

Select Table

X|

| Descriptiu:un| Maodified

Created

‘colleges-universitiest'

Fields & records$'

fields & records$'_Z22192 LY
'fields & records$' 222192 ST
schools$

a

B/26/2006 3:11:
6/26,/2006 3:11:
6/26,/2006 3:11:
6/26/2006 3:11:
6/26/2006 3:11:
B/26/2006 3:11:
B/26/2006 3:11;

12 PM
12 PM
12 PM
12 PM
12 PM
12 PM
12 PM

BI26/2006 3:11:
BI26/2006 311
BI26/2006 3:11:
B126/2006 3:11:
BI26/2006 3:11:
BI26/2006 3:11:
B126/2006 3:11:

[V First row of data contains column headers

m Cancel |

12 PM
12PM
12 PM
12 PM
12 PM
12 PM
12 PM

2

A

The database opens.




You have the ability to choose which names to use for your mailing. For this workshop
we will use Select All. A check mark appears by each name.

Mail Merge Pecipients x|

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or

bt dd or remove recipients From the mail merge.
of recipieMg:

> M. N7l Comp.. | ¥ Strestaddress >| city | | State | ¥| ZipCode «

711 HEW YORK STAT. .
CARG,.,  ABGOTT IN... 81 MOUNTAIM ‘WAY DR ONEC... NY 13820 —
JOEQ...  ACNIRATE... 4108 FRANKFORD AVE  BURLI.. VT 5401
JIMMY,,, | ADIROMDA... 4201 AIRBORN DR MEW B... ©CH 45569
RITA ...  ADMARNTAG... 1576 MAGNOLLIA DR WASH,.,  DC 20543
VIRGL,.,  AGRINMUS,.. 11450 BAIMNBRIDGE DR WASH.., DC 20543
JOEL...  AMERRCAMN ... 38058 5RIVER CHURC... WaASH.., DC 20543
ERICA.., ANTHEMIMNC 501 LAFAYETTE DR SELIM... P& 17870
RAYM...  BEST RRESS 1679 RIVER RD MINE ... NI 7803
DON C...  BESTH EOM. . 51703 PACKARD DR SAINT... OR 97373
BILL LI... BEST JRA... B83586LA 44 BALA ... PA 19004
R MART..  CFMTHEI P... | #2011 FARMAM ST WHFF... | Wy FENNG =
1 | v
Select all | Clar all | Refresh |
e
Find. .. | ... | yalidate |
7 4

Touch OK to return to the mail-merge wizard.

I Pl Merge ':u.
. L Y
St rriigpienis
# L e maitrg bt

L

Smdecy From Ot £ontacts
Tipen i roes sk
L g ety kel
Currenily, P HOESS
skt Fromy
[ibsarmc-| pasrf ] in P datateme
3 Seect & Wit bet

§ £ et bt

Sep 3ol

Click Next: Write your letter to move to Step 4. R

& pans Sty demert




Step 4 is used to personalize your letter.

1. You need to identify the area where the address should be placed.
a. To properly place the address data, drop down 4 levels from the
Date line using the down arrow key or the Enter button on your

keypad.

b. Now tell MS Word what kind of recipient information the data is:

Go to the right hand screen, select Address block...

OISO

EiComColor
I; i

Yo use mad-merge when you want to create a set of documents that are essentially the
same bt each document containg unigue #lements. For example, in & btter that

‘AnnoUnmCes & new product, Four cormpary and the text about the product will appear
in each letter, and the address and gresting hne will be different in each letter.

This text is provided to show how a mal merge docament will look. Wail merge is
simnple using ME Word. Simply save o data source in Exel or a comma sepamted format
and use the Mal Merge Wizard features in M5 #ord to create fast and easy mail-merge
letters and emmlopes. Static information is created once and varish e information is
overlaxd onto the document.

Usirg mail-merge, you can create
A set of labels o1 ervelopes
A set of form letters
E-mail messages
Fuees

Usirg ail-merge, all you have to do is create one docament that conlaims the
information that is the same in eschversion. Then you just add some placeholders for
the information that is wnique to each version. M Word takes care of the rest

Enjoy the workshops!
Sincersly,
Eathlesn Ryan

Treuining Currscubuem Developer

-y ‘A?EO&#*«M‘A~“ T S —

A screen appears: this screen shows you the data fields which can be displayed in your
Address block. For this workshop, we will use all the data fields as originally created.

Click OK.
N — ]
Spedly address elements
[ Iresaet pecipiant’s name in this format:

Joghua

Joshua Randal X,
Joshua 23, Randal X,
Mr. Jogh Randsl Jr.
[, Joeh Q. Randal Jr.

B
=

-
¥ Insert comparny name
¥ Insert postal address:
" Mewer inchude the countryfregion in the address
 Albways inchude the countryfregion in the sddress
 Orily inchude the counkryfregion F déferent than:
Junted States =
% Format addr arding to the o
Preview

yiregon

M. Joshius Randsl .
Blue Sky Afines

1 Airport Way

Kitty Hawk, NC 27700
United States of America

P

B G =X

IE Mall-h—oe =,
@y
Write your letter

1F you have not skeady done 0,
wirie your letter now.

To add recipient information to

x| stepdoie

> @ Meut: Preview your letters

= @ Previous: Select recpents




To include the personalized greeting, repeat Step 4

2. 'You need to identify the area where the greeting information should be

placed.

a. To properly place the Greeting Line, drop down 2 levels from the
Address Block space using the down arrow key or the Enter button
on your keypad.

b. Now tell MS Word what kind of recipient information the data is:
Go to the right hand screen, select Greeting Line...

Mail Merge
ol Nl

Write your letter

If ywou have not already done so,

wirite your letter now,

To add recipient information ko
wour letter, click a location in the:
document, and then click one of

the items below.

= Greeting line. .

J‘ Electronic postage...
I Postal bar code....

5 Mare items. ..

Mard...

The Greeting Line dialog box opens. The default is set to display a formal greeting; Mr.
Randall. For this workshop, you want to personalize this letter to use the first name as

the greeting; Joshua

1. Use the drop-down menu to scroll to the desired format, Joshua

2. Touch OK.
Greeting Line x|
Greating line format:
[Dear A, randal N\ =
Greating line for invald Mr. Joshua Randal X,
tr. Josh Brardal Jr,
[pear Sir o Madam Jshua Randal .,
Previss 1 Josh Randall Jr.
halwaand(yrrthaﬁardal
Dear Hr. Randall, Joch nd Cyricin Rancl
Match Fields. . Cancel |

After you click OK, MS Word will begin to merge the data base with the document.




The window changes to show where the information will be placed.

HRISOEIComColor-
m—— B

Dl WcFurbuned
A M BEST

A
T11 HEW YORK STATE ROUTE 3
BURLINGTON, ¥T 220

Do Dl
e 1o 4 o ot e sty e

pne bt wach docuanrad conbiine aion #lemens. For cample, in & e 1
erens e . 013 compasy oo 4 he e st the pratat il appens
& each bettaz, 2 be &% et

Thas test s v Ml merge 8
nple g WT Word | Simply seve & data soen 2 Exel or 8 comsma srpewied format

| Mail Merge * x
(1161~ N
Preview your letters

O of the merged letters is
previewsd here. To preview

Following:

Recipiant: 1 »l

34 Find a recipient...
Make changes )
::In(mdsodwmrecm

il e the Mind Mg Wistod foatms i1 M7 Word 8 vt ot ancd vary o sant o = Edt recipent k...
» efnmate g
evetld onss the doument Exchude this recipient
Useg mad magp, the When you have fik
P s [previsving your letters, cick Next,
the =ay, E Word the st | Then you can prink the merged
p— i letters o edk indrvidual letters to
e add persenal comments.
Seeemiy, i
Koathieen Rywn
Truning Curicalum Developer
RS0, e

FSol6
@ Naut: Complste the merge
& Previous: Write your lether

Click Next: Complete the merge to move to Step 5.

Step 5 allows you to preview your letters by scrolling through the recipients. Scroll
through the list for accuracy.

| Mail Merge - x
SIS
Preview your letters
One of the merged letters is
previewad hara To preview

rj 2 reciplert
Make changes

Yous can slso changs your recipient
et

=" Edk recpsent st....

Step 5 of 6
& Neut: Complats the merge
Previous: Wiike you l

Click: Next: Complete the merge to move to Step 6.




Step 6: MS Word completes the merge process. Your letter is ready for printing.

Touch Print... This icon does not actually send the job to the printer; rather it merges the
data in preparation to be sent to a desired printer for output.

| * Mail Merge v x
(Gl &1 A
Sassary 17, 2007 [} Madl Merge is ready to produce
your 5
A BT Bcttpay
e Ta parsonalee your letters, dick.
HISTAS I “Edk Indbvidual Letbers.” This wil
open & new with your
Do D, merged latters, To make changes
— toal the letters, switch back to
e bt wach docuamead contine waqee kments. For emmple, 4 letter 1 tthe ceiginal document.

munple, i 4 bt that
nacrences & e pieeduct, Yo ooy logo s the it st the prockat wil apes
& each bottez, wilbe &% T

Thas test s ol o ] Ml merge 8

snple g M Word Somply seve a duts soee 3 Exel or 8 comma sepavied format

e e the M Mg Wisid St i M Word 45 covate fut ased oy s sty
[rcmes

etid ons the dorest

that contiins the

Pl o

the - T Werd the ot

Exjory the woksbops! =
Seeemiy,

Kathiees Ryus.

Truining Cruricaum Developer
RISO, e

"IE

Step 6ol 6
= & Previous: Preview your ketters

Merge to Printer x|

Frink records

= al

Select the records you want to print. For this exercise:

1. Select From: 1 To:10
2. Touch OK

Now you are ready to send this job to the HC5500 for printing.
1. Go to: File->Print
2. Select the HC5500 and follow normal printing procedures
3. Send as Direct Print




Finally, close the MS Word document.
1. Goto File->Save As...

[ open.. Ck
%

Save Chrl+5

tl+0

| Savel.gs. "

Pagel%gt@. .

Print Preview

&
e
=4 Print..  Cbl+R

e
| ¥

2. Name the file with your name. Save t

/x|

o0 the Desktop. Click Save.

Save in I :ﬁ Desktop

j@‘in Q}'{.uEYTDDlS'

F/-'\ My Documents
= My Computer

My Recent My Netwark Places
LTS 15500 corp launch materials
v 190 Day program and module:
Blﬂ |1 adobe PageMaker Mail Merg
Deskiop 1 articulate
_1Blackberry
= _1David Conf Calls
@ invite
My Documents | Mail merge
1 Mestor

1 POF research
1 Quizmaster files
_1RISO L Certi Mads

Rk
@I_]g 12 he5500 watermark, doc
@Back exercises,doc
@Future Training Topics for Sales - Final.doc
5 @Guidelines for Raole Plays.doc
e_files Iﬂ_hssues survey,doc
lﬁl]]an Training Meeting discussion. doc
[515harkeut to Corporate Share Folder
[51Sharkeut bo Curviculum Wark in Progress
[z 5harteut ko My Pictures
lﬂl]Training Topics For HC Products 11 07 06.doc

j (| Save

File pame: I\"our name.doc
Iy Mekwork
Places Save a5 BYDENLord Documen

——

This file is now permanently saved and is available for reprinting. Since the document is
linked to this data source, all future mailings will reflect any changes made to the linked

data source cleaned-1 pass$.
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Workshop 1B: Use the MS Word toolbar to reprint an already linked document.
Prepare the MS Word toolbar: Make sure the toolbar is visible on the screen.
1. Goto Tools

2. Scroll to Letters and Mailings
3. Check Show Mail Merge Toolbar

"1? speling and Grammat.., F7
Gl Research... alt+Click,

Shared Workspace. ..

| Letters and Mailings 3 | Mail Merge. .,
Templates and Add-Ins. .. . Show Mail Merge Toolbar
Options. ., Show Japanese Greetings Toolbar

£

=1 Envelopes and Labels..,

Letter Wizard. ..

The Mail-merge Toolbar will appear:

i3 o |2 3 B |nsertwordField~ |62 3 91 A KM 438 b WG S s

Mail-merge toolbar contains the short-cut icons used to reprint an already data-linked job.
The data-link will reflect any additions/deletions to the data source since the last printing.

To begin:
1. Open an MS Word document (your name.doc) from Workshop 1A on the
Desktop
2. Your document opens with an active window. This active window reminds you
that this document is linked to a data source, cleaned-1 pass$. Click Yes to
continue.

Microsoft Office Word x|

Opening this document will run the Following SGL command:
SELECT * FROM “'cleaned-1 passg'”

Daka from wour database will be placed in the document. Do wou want o continue?

Show Help == |

11




The document appears. Use the shortcut on the toolbar to quickly merge to printer.

Mevrge to Printer

Merge to Printer x|

Print records

The Mail-merge toolbar offers many shortcut options. Place your cursor over each of the
icons to reveal the function of the icon. For purposes of this workshop, we will only use

the Merge to printer icon.

12







Workshop 2: Print a #10 envelope using the MS Word Mail-merge Wizard Help

1. On the tool bar go to: Tools -> Letters and Mailings->Mail Merge

'1? Speling and Grammar... F7

A} Research... Ale+Click

Shared Warkspace. ..

| Letters and Mailings » ||

Templates and Add-Ins...
Optians...

<«

Mail Merge. .. [
Show Mail Merge Io;ﬁ%ar
Show Japanese Greetings Toolbar

=1 Envelopes and Labels. ..

Letter Wizard...

A Help screen will appe

ar on the right of the screen.

Mail Merge
® | & | A

Select document type

What type of document are you working on?

® Letters
() E-mail messages

3 Envelopes

o Labels
) Directory

Letters

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

Click Nezxt ko continue.

of b

@ NMext: Skarting document

2. Select Envelopes

3. Click Next: Starting document to move to the next step (Step 2)

Step 2: Touch: Envelope options...
A window opens, from the drop down menu, select Size 10.

Touch OK then select Next: Select recipients and move to Step 3.

= A
=1 < X
£l * Mail Merge = Envelope Options x|
.@- =3 ﬁ {Egetitie Optlunsl Printing Options |
' Envelope size: N
setert starting deanen |5iz= 10 41829 1zin) =l
Hiow do you want to set up your "
e > If mailed inthe U4 —————
® Use the current document I~ Delivery point bar c‘ode : s
Ges caurtesy reply mail
Stath Delivery address
2 Font... Fram left: |auta 5‘
Change document layout \ Fromtop: [oute =
Chek Envvedops options bo chocss Return address =
- Fart. .. From left: [Auto 5
< =1 Ervelops opteens... From top: [Auta 5‘
Preview \
n
o
Ol Stepzol :
1
t — e —
F - R bype

13




Step 3 is about selecting your list of recipients.

You can select to:
e Typeanew list
e Select from Outlook contacts or
e Use an existing list
For this workshop, we will use an existing list on the Desktop/CD:

Select Browse.

A Select Data Source screen appears. The default folder opens to My Data Sources. Our
file is not in this folder. Change to the Desktop/CD screen to access the workshop file
Faux database2.xls

Select Data Source 2 xl

Laak in: I My Data Sources j @ - Q X | i - Tods~
+C0nnect ta Mew Data Source. odc
"@H\Iew SGL Server Connection.ode

My Recenk
Documents

= File name: || j Mew Source... | Open
My Metwork
Places Files of type: IAII Data Sources (*,odc; *.mdb; *.mde,‘j Cancel
4

14




Select the Faux database2.xls file. Double click the file or select Open.

Select Data Source 21 x|

Look in: I:L;rj Deskiop j @ ~ 4 Q X Cu * Tools ~
V-A‘ My Documnents D snagit shats
. Lol My Computer W geparing Word For Mail Merge.doc
Iy Recent = My Mebwork Places
Documents 15500 corp launch materials Faux database
7 190 Day program and modules - = or Sales - Final.doc
m 1 adobe PageMaker Mail Merge_Files IEl]Guit:IeIines for Role Plays.doc
Desktop 1 Articulate @Hohday schedule for 2007 .htm
_1Blackberry IEl][ssues survey,doc
= 1 David Conf Calls IEl]]an Training Meeting discussion.doc
invike lﬂ_]netwnrk scanning. doc
My Documents | Mestar IEl]l:‘naparing ‘word For Mail Merge,doc

@ Shorteut ko Corporate Share Folder
@ Shorteut bo Curriculurn Wark in Progress
@Shortcut to My Pictures

My Computer | | pjc 8 Training Topics for HE Products 11 07 06.doc
. | |
= File mame: || j Tew Source... Open
Iy Metwark .
Places Files of type: IAII Drata Sources (*.odc; *.mdb; *‘mde,'j

)

A Select Table screen appears. For this workshop, we will use the first table, cleaned-1

pass$. Select the table, double click or touch Open to display the table.

Select Table x|
D | Description | Madified Created [

BI26/2006 3111112 PM 6/26/2006 3111012 PM
£ 6/26/2006 3111112 PM - 6/26/2006 3:11:12 PM

‘colleges=tnrver sities$' 6/26/2006 3:11:12 PM  6/26/2006 3:11:12 PM
‘fields & recordss’ G/26/2006 3:11:12 PM 6f26J2006 3:11:12 PM
fields & recordsd’_222192_LY 6/26/2006 3:11: 12 PM  6f26/2006 3:11:12 PM
‘fields & recordsy’_222192_S5T 6/26/2006 3:11:12 PM  6/26/2006 3:11:12 PM
schoals B/26/2006 3:11:12 PM 6/26/2006 3:11:12 PM

4

3

—— _I

[V First row of data contains column headers " Cancel /l
— 4

The database opens. You have the ability to choose which names to use for your mailing.

For this workshop we will use Select All. A check mark appears by each name.

Mail Merge Recipients x|
To sork the list, click the appropriate colurn heading, To narraw down the recipients displayved by a 1 —
specific criteria, such as by city, dick the arrow next ko the column heading, Use the check boxes or || : mail Merge -
buttons to add or remove recipients from the mail merge. @Y
List i TEnter
[~ | Streetddress pCode =~ e
[EET TARE .. | & 1 EBEST i=... | 711 MEW 10 AT, T ELRLL. ﬁ”’”‘m"“‘*
CARC... ABBOTTIM... SNMOUNTAIN'WAY DR OMED... NY 13820 —] Sedact from Outlook contacts.
JCE Q... ACCURATE.., <18 FRAMKFORD AYE  BURLL.. ¥T 9401 Type & now st
JIMMY..,  ADIROMDA,.,  $204AIRBORN DR MEWE... ©H 45869
RITA ... ADVANTAG... 157E6WIAGNOLLIA DR WaASH... | DC 20543 Use an existing list
WIRGL.. | AGRIUMUS... 11468BAINBRIDGE DR WASH...  DC 20543 o E T e
JCEL...  AMERICAM ... 3803 §RIVER CHURC,.. WaSH... DC 20543 File or & daksbase.
ERICA... AMNTHEMINC 501 LAFAYETTE DR SELIM... PA 17870 3 Erowse...
RAYM... BEST PRESS 1679 JIVER RD MIME ... M1 7803
DOM ... BEST PROM... S170MPACKARD DR SAIMT... ©OR 97373
BILLLI... BEST STRA... &85§LA 44 BALA ... PA 19004
MART.. CFMTRAI P.. 2200 FARNAM ST WHFF.. Wi PAHNNG I _|L‘
L3 d
/ plep 30l 6
Select All | Clear all Refresh | || Meak: Amange your envelope
d... Edj ‘alidate % Previous: Starting documant

Touch OK to return to the mail-merge wizard.
Click Next: Arrange your envelope to move to Step 4.
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Step 4: Place your Address Block:

1. Touch the arrow down buttons on your keypad, until a text box appears
the envelope.

2. Reposition the text box if it is not where you want it: right click the text
box to move it to where it needs to be. Remember to keep the bottom
margin at 1”

3. Now tell MS Word Wizard that this text box is for the Address Block

& Document 1 - Microsoft Word

| Fle Edt Yew [nset Fomat ook Tabe Window el AdobePOF  Aciabat Comments Tipeaquesionfuchdl. T
fQEEHRIERIVE LA DAS D0 LORNEATese -0 wealin sz v B
(2200 3 etwodred- (2B BEIK A > HRF DHuBE

T T O I IO OO IR, |-

&

Arrange your envelope

by out your envelope now,

I Postal bar code...
2] More kems...

[oon- & agoshupes- \ NOOHEAG@E S-L-A-==5ad]
| Page 0 Sect i M0 Inl Cold REC TRE EXT OVR Englsh(Us G P

B Document2 - Microsoft Word -l x|
T el v X

P EHe Ed Wew jreet Fomat Jeok Table Window belp  AdobeFOF  Acrchat Comments e & qustion for
NEHIEA TR ARBT -0 RO0RB@I T -@ wealis v B
(A0 00 8 etwodnsd- RO E K 4L MBI DBuN]

] SR -t 3 iecdnccie- s - S | | MaiMerge - x
Arrange your envelope

IF you have not akeady done so,
lay out your envekope row.

" Alveays inchude the countryfregion in the sddress
 Orly inchuda th fregion f df i
Junted States |
¥ Format address he ok frog
| Preview

M. Joshius Randsl .
Blua Sky Allines

1 Airport Way

KRty Hawk, NC 27700
United States of America

=
| matchrekds.. | E' pw- b A N ND O3 A4 @l - Z-A-==Ea3
I Page 0 Secl 1 M2 nz IS REC TRY BT OV Engeh(us G ]

A screen appears: this screen shows you the data fields which can be displayed in your
Address block. For this workshop, we will use all the data fields as originally created.
Click OK.

Touch Next: Preview your envelopes to move to Step 5.

on
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Step 5 allows you to preview your envelopes by scrolling through the recipients. Scroll
through the list for accuracy.

) Document? - Microsoft Word jﬁ:[;n
‘He Edt Yew et Fomat Joos Table Window Heb  AdobePOF  Acrobat Comments Type a question fee el = X
NEHRSER TR ARB I -0 TFNEHD T o uuw!r*ﬁv E
.,Ja’Jijtwwr-eu .g‘JJI;}H 'n%%uﬁu;l

| SRS 5 S

Darisl McFarland
A MBEST COMPANT

711 NEW YDRK STATE ROUTE 3
BURLINGTON, VT 20680

merged envelopss or edt indevidusl o >
envelopss to add personal
comments.
| stepsofs -
@ Hest: Complete the merge Cpraws L3 | Augoshapes= N w (O Al H A4 @ & &'A-A'E%E:'Id!
O P e yoaie Tkl Page 0 Sec | 11 A 2B InS Cd2  REC TRE EXT CVR Engeh(Us IO 4

Click: Next: Complete the merge to move to Step 6.

Step 6: MS Word completes the merge process. Your envelope is ready for printing.

Touch Print. This icon does not actually send the job to the printer; rather it merges the
data in preparation to be sent to a desired printer for output.

[2) Document? - Microsoft Word ;IELI
!!B-mwmwwrﬁhmwwvmgm
QEdRa &R ZH LRS- BORNRD YT sueun!l- - E
Faa (0 0 3 mevetre: @gt:«u YA |

o] AR 1 X s o5 - - A Zmlnuw v x
Complete themerge
Ml Merge is ready to produce
your envekopes,

Daried MeFarland
AM

BURLINGTON, VT 29050

Merge to Printer x|

Print records

Al

[forow~ [ [oshepes~ N N IO Gl Al G 8] G & -
| Paga 0 Secl s A28 nS 2t REC TRK

<-4
BT OR

Select the records you want to print. For this exercise: Select 1. From: 1 To:10
2. Touch OK
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Now you are ready to send this job to the HC5500 for printing.

Prepare the HC5500 to accept envelope stock:

1. Place the RISO #10 envelope stock in the feed tray.

2. Program the control panel to make the necessary spacing adjustments for the

HC5500 unit to accept card stock.

a. Select Menu 4 Configuration and then Standard Feed Tray.
b. Menu 4.1.2 asks for Paper Type. Select envelope

Wenu 4 4 \1
Configuration f
Configuration ¥

41

Standard Feed Tray t
Standard Feed Tray ¥

412

Papar Type t
Paper Type ¥

Card Stock or Envalope t )

Go to: File->Print

Select the HC5500

Touch Properties

Go to the Layout tab

Original Size: (#10 )must be selected
Output Paper Size: “Same as Original™

NG~ W

Note: Envelope sizes must be registered in the
Console Settings under Custom Paper Size

| ¢ R15O PS7R-HCI000 Document Propertis alx|
Advanced | Man settng Lavout | image peocessing | Options | Fom | About. |
| Drignal size: T -
Dutput paper size: | Same as ongnal hd
I~ Zeom '1

Drieniation: @ Powrat © Landicape




Workshop 3: Print a 9 x 12 envelope using the MS Word Mail-merge Wizard Help

1. Open a blank MSWord document.
2. On the tool bar go to: Tools -> Letters and Mailings->Mail Merge

':? Speling and Grammar... F7
ﬁ Research... Alb+Click,

Shared Workspace. ..

‘ Letters and Mailings 3 | Mail Merge, .. M
Templates and Add-Ins... Show Mail Merge Toolbar
Options. .. Show Japanese Greetings Toolbar

=1 Envelopes and Labels...

Letter Wizard...

A Help screen will appear on the right of the screen.

=] ' Mail Merge TR

SHCH Y

select document type

3. Select Envelopes e T

) Letters

4. Click Next: Starting document
cikis to move to the next step (Step 2)

Letters

Send bettars to-& group of people. You can personsine the.
belter Lhat mach pevson receives,

Click, Neiet ta continue,

| Sleplulb

; % Meki Stantig document

Step 2 is used to select your envelope type.

1. Select: Start from existing document

Select starting document

= How do you want to set up your
j=| envelopes?
& : Mail Merge v O Use the current document

Start fi ting d t
Schﬁilwmm?[ﬁlm & S e g e tookin: [ Deskop =] @ @@ X L B - Toose
Start from existing [%My Documents IRISO U Certi Mods
< erwelopesT Stark from an existing mail merge = My Computer CIRrKC
®! Lise the current document document and make changes to My Recent Hetwork Places WBack sxercises.doc

Documents

the 15500 corp launch materials 8] Completed warkshop letter text.doc

Stat: From esisting document 7 190 Day program and modules BFuture Training Topics for Sales - Final.doc
& 1 1 Adobe Pagemaker Mail Merge_flles 8 Guidelines For Rale Plays.doc
Change document layout Papmg e ne far et Mare Deskiop 7] Articulste: &]Holiday scheduls For 007 .htm
= [ elackh (] ey o
Click: Enwelope options to choose Preparing Waord For Mail Merg ackhermy Hies -
an enwelope size. 300 Rosewaod Drive envelap_~ Z |1David Conf Calls #Tan Training Meeting discussiom

=3 Envelops optins.. 9 x12 hess00 waterar 2.doc

T

Fy Documents oo,

I Mail merge (5] Shorteut to Curriculum Work in Progress

=] [ Inestor [l shartcut to My Pictures
i % ("1 POF ressarch 91 siring Tapics for HC Products 11 07 06.doc
My Computer

*| stepzafs S " Quizmaster files &]ouve earmed $19.84 to spend at Borders.hix
E stepsotb s 4 | |
| oo Sedeck reciiooks @ Mext: Select recipients e =

3 #  Previous: Select document type Py Netwark S I 3| @pen | -

1 ™ .
) Pl S R Flaces Files of type: - [all word Documents (*.doc; *,dat; * htm; *.html; * url; * = | [ cancel

2. Open file: 9x 12 hc5500 watermark... 1 on the Desktop/CD.

19




Docume el
| b= Tohle Wndm Heb  AdcbePOF  Acohst Comments L

MEEd3ISA TR ABAS 2 -c-QORINMI T -6 wea]isr -

lAg e 0 B B reetwedrod-| 2 8 55 B[ H 4 LE YR

[ S i R B R e e R T i —

™ Lele i~

i Hows ) you werk b st up your
letters?

LR
(s e NANDOD 4G 2-2-A-==2ad]
|Pogst  Sed Wi A0S ini gdi BEC TRK BT oo Engehus G P

3. Click Next: Select recipients to move to Step 3.
Step 3 is about selecting your list of recipients.

You can select to:
e Type anew list
e Select from Outlook contacts or
e Use an existing list
For this workshop, we will use an existing list on the Desktop/CD:

[ =] %)

Select Browse.

A Select Data Source screen appears. The default folder opens to My Data Sources. Our
file is not in this folder. Change to the Desktop/CD screen to access the workshop file
Faux database2.xls

20




Select Data Source 2 xl
Look in: I My Diata Sources j @ - A Q X o

+C0nnect ko Mew Data Source, ode
"@H\Iew S0l Server Connection,odc

+ Tools =

My Recenk
Documents

=) File name: || j MNew Source.. . | Open
My Metwork
Places Files of bype: IP.II Data Sources (*.odc; *.mdb; *.mde,‘j Cancel
4

Select the Faux database2.xls file. Double click the file or select Open.

Select Data Source 21|

Look in: Im Desktop j @ -4 Q g i v Toas+

=

Y My Documents [} snagit shots

e My Computer J’_]~$eparing ‘ward For Mail Merge.doc
My Recent =
Documents

v Metwork Places
15500 carp launch materials
190 Day program and madules or Sales - Final.doc
1 adobe PageMaker Mail Merge_Ffiles E_]Guidelines for Role Plays.doc

1 Articulate @Hohday schedule for 2007 ,htm

|\ Elackherry IEl][ssues survey.doc

| David Conf Calls IEl]]an Training Meeting discussion.doc

@
Deskkop
®

invite 5 netwark scanning. doc
My Documents | Mestar IEl]F‘neparing ‘word For Mail Merge,doc
_1POF research @ Shorteut to Corporate Share Folder
1 Quizmaster Files @ Shorteut to Curriculum Wark in Progress
i _1RISO U Certi Mods @Shortcut ko My Pictures
My Computer ™ pyc E_]Training Topics for HC Products 11 07 06.doc

= File name: | -
[y Metwork I J

Places Files of type: IAII Data Sources (*,odc; *.mdb; *‘mde;j

Mew Source.. .

A Select Table screen appears. For this workshop, we will use the first table, cleaned-1
pass$. Select the table: double click or touch Open to display the table.

Select Table x|

| Descripkion | Modified | Created |

6/26/2006 3:11: 12 PM  6f26/2006 3:11:12 PM

2 6/26/2006 3:11:12 PM  6/26/2006 3:11:12 PM

‘colleges=tnrversities$' 6/26/2006 3:11:12 PM  6/26/2006 3:11:12 PM

‘fields & recordss’ G/26/2006 3:11:12 PM 6f26J2006 3:11:12 PM

fields & recordsd’_222192_LY 6/26/2006 3:11: 12 PM  6f26/2006 3:11:12 PM

‘fields & recordsy’_222192_S5T 6/26/2006 3:11:12 PM  6/26/2006 3:11:12 PM

schoals B/26/2006 3:11:12 PM 6/26/2006 3:11:12 PM
<]

3

e —— _I

[V First row of data contains column headers " Cancel /l
— 4




The database opens. You have the ability to choose which names to use for your mailing.
For this workshop we will use Select All. A check mark appears by each name.

Mail Merge Pecipients x|

To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, dick the arrow next ko the column heading, Use the check boxes or | @ use an existing kst
buttons ko add or remove recipients from the mail merge.,

3 Select from Outlook contacks

List plents: O Type 8 new st
> n... R pCode = | Use an existing st
A MEESTC. . . st
CARG...  ABBOTTIM... OMEDL... | MY 13820 = e e e
10E Q... ACCURATE... BURLL.. T 541 S
JIMMY,..  ADIRONDA... MEWE.. OH 45869
RITA... | ADVANTAG... WASH... | DC 20543 S E oo £
WIRGL., AGRILMUS... WASH... Do 20543
I0EL ... | AMERICAM ... WASH... DO 0543
ERICA... AMTHEM INC SELIN... FA 17870
RA&YM...  BEST PRESS MIME ... NI 7803
DOM ... BEST PROM... SAINT...  ©R 97373
BILLLI... BEST STRA... BALA .. PA 19004
|7|I MART... | CFMTRAI P... 27 FARNAM 5T WHEF... W 2Enn3
1

Select All Clear all

Refresh
‘alidate

Touch OK to return to the mail-merge wizard.
Click Next: Write your letter to move to Step 4.

Step 4: Indicate where the address data should be placed.

Place your
cursor here
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Now tell MS Word what kind of data goes into this space. Select Address block...

Write your letter

If wou have not already done so,
write vour letter now,

To add recnment information ko
wour lette k a location in the

2] Address block...
2 Greeting line.,

if] Electronic postage. ..
|||| Postal bar code..,
E More items. ..

when you have finished writing
waur letter, click Mext. Then you
can preview and personalize each
recipient's letter,

Step 4 of 6

& NMext: Preview vour letters

4 Previous: Select recipients

2 Document 1 - Microsoft Worc =101 %]
‘Bl Edt View [set Fomst Tools Table Window Heb  AdobePDF  Acrobat Comments ype a questionfor help = X
DEFHRIGRAZR 4w I 9 -0-0RBEAT e -@ wupdllin s |-
'.}:;{_J_litrwtwwdr-u-..‘.J.;an P AR NN
Insert Address Block BIO\.k | bt
Specify address elements
¥ Irssest cecipient’s name in this Format: Write your letter
:l IF you have not slready done 5o,
Joshua Randal X, it your etter now.
oshua Q. Randal X =l To add recipient information
te latter, chick a location in the
. document, and then chck one of
below.
[¥ Insert company name | Address block.
Fhf;::ﬁ:mmnmm - =
 Hbwitys inchude the countryfregion in the address . Sraming s
& Only inchude the counkryjregion F dfferent than: =3 Electronic postage...
[orized tates >l 11 Postal bar code. .
_:_ ¥ Format address according to the detination countryjregion B #ore kems...
i . when you have finished witing
your letter, click Next, Then you
M. Jnshua Randsl . can preview and personsiize each
Elue Sky Arines
1 Arport Way
iitty Hawik, NC 2700 Step 4ol

United States offamerica.

LICECK !I

3 = Maxchisids... \ ]

ipraw- A | -=Exzaaf
Page 1 Sec1 n v TEE EXT OVR Engish(US G

®  Next: Preview your letters
@ Previous: Select recipients

A screen appears: this screen shows you the data fields which can be displayed in your
Address block. For this workshop, we will use all the data fields as originally created.

Click OK.

2 Document1 - Microsoft Word

‘ Fle Edt Vew Insert Formet Tools Table Window Help

NEEHRSGRITHI A BRI I-¢-AAREG S 1 e
LZEAIN A4

@» @

(A @ 3 2 B wnsert word Field

=1olx]

Type a question forhelp = X

-@|mealin 2= v f

fdobe PDF  Acrobat Comments

POM SR BB

-] !
Mail Merge X

| | e

¥rite your letter

IF vou have not already done so,
wriks your lstter now.

Ta add recipient information ko
wour letter, click a location in the
dacument, and then click one of
the items below.

|2 Address black...

5 Grestingline...
Gresting wizard. .,

;:J Electronic postage. ..

|||| Postal bar code. ..

=] Mare items...

When you have finished writing
your letter, click Next. Then you

can preview and personalize each

recipient’s letter,

% Next: Praview your lstters

4 Previous: Select recipien

Page 1 Sec 1 11 Ak 5" Ln Col 15

REC TRK ExXT OWR English (U.5

- @ 4

Click:
Preview
your letters
to move to
Step 5.
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Step 5 allows you to preview your mailing.

B Document 1 - Microsoft Word B =13
e (3 Yow et Fomat Jook Tgble Window Heb AddeFOF  Accbat Comments T queston forhelp = X
>}

JSHR3ISA TR iR S 9-0-aDRN@ DT -8 wum]ie 2=
N T A B s

Scroll
through for
accuracy,
then click:
Next:
Complete
the merge
to move to
Step 6

: ;
- s At N N OO S AG Bd - L-A-=mEas]
Pagel  Secl Wi MEF 1 CdZ RIC TR BT O Engkhus  OF

Step 6: MS Word completes the merge process. Your envelope is ready for printing.

Touch Print. This icon does not actually send the job to the printer; rather it merges the
data in preparation to be sent to a desired printer for output.

y — =10y x]
| Be Edt Yew [met Fomat Jook Toble Window belp AdobePOF  Acrobk Comments Typeaquestonforhelp  » X
NSHa @A ¥R sn S 9 -0 002N -6 updllir =5 v B
A0 Q9 0 metwodrad- [Z]Q 28 K 41 » HE %é.l&i:)-;‘a‘!_

(] ———————

e e athom N\ OO DA EHE »-Z-A-s=zad]
| Page 1 Sec 1 11 BE5ET n Co 2l BEC TRE EXT OWR Engish(us G

Select the records you want to print. For this exercise: Select 1. From: 1 To:10
2. Touch OK
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Now you are ready to send this job to the HC5500 for printing.

Prepare the HC5500 to accept envelope stock:

9. Place the 9 x 12 envelope stock in the feed tray.

10. Program the control panel to make the necessary spacing adjustments for the

HC5500 unit to accept card stock.

a. Select Menu 4 Configuration and then Standard Feed Tray.
b. Menu 4.1.2 asks for Paper Type. Select envelope

Menu 4

Configuration

Configuration
4.1
Standard Feed Tray

Standard Feed Tray
412
Papar Type

Paper Type

Card Stack of Envalope

11. Go to: File->Print
12. Select the HC5500
13. Touch Properties
14. Go to the Layout tab

15. Original Size: (9 x 12 )must be selected

16. Output Paper Size: “Sam

Note: Envelope sizes must be registered in the
Console Settings under Custom Paper Size

Propertie: __U_ll
Advanced | Main ssting Layout | image processing | Options | Fomns | About. |

Ongnal size: I |

| Olutpas pages size: [Sarme a2 ononal |
I Zeom e
Opentation: F Potrat Landscape
Pagnaticr: OFF -
17 Y it € Herzonts

Dutput face: Auto ‘I

o] _eeme |
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For more in-depth knowledge about Mail-merge, or creating your own databases, you can

access Microsoft On-Line Help:

1. Make sure you have an internet connection

2. Access MS Word’s Help
N

| | Adobe POF _ crobist Comments
|\ Mcrosolt Office weed Heb F1
T —
| Contact Ls

| Customer Prechack Optiors...

I ammmnm&c\fr & Word

Microsoft On-Line Help appears on the right hand side of your screen.

&3 Table of Contents

Microsoft Office Online

* Cornect bo Miresoft Office
Onine

* (et the latest nevs about using
Word

from the web

3 Ao

Type Mail-merge in the Search box, touch the white arrow in the green box.

A list of Help topics appears.

Select any appropriate topic to learn how to create data files in MS Word
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@ Troubeshoot mal merge:

@ Fied codes; MargeRec fiskd
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This topic is
“Use mail merge for mass mailings and more”.
Teble  Windw lwb Adbe POF Acchat (ommnts

ATH A BB S 9-t - ATRAND] D o - ) s A Sownre b - s
vt [E]0 B8 K 41 P MR DBLE]

E?iaﬁce Online

Home Products | Helpadbowlo | Downloads  (RpAn Tomplstes  Office Lve

bluma > bl wnd e » Trsniey > Wd 280

Overview

B Learn how o use ma mege in MCosor OMce Word 1
=) ings. Then eqlone
3 Cregte pes foem
S{EETS OF B-Mad MESI3GE3, NUMBENed COURSNS, 3N More
= Length: 40-50 manutes
* Raling; FATATET (X070 wies)
= Applies to: Mcrosoft Cffce Dutook

o o il

a8 ABCUT PaS COURIE

d lagnang and 3 prachics
ERnp—.

= Set wp 3 ocumant for 3 mass Mg . o of wach esson;

+ Parfortn & batic gt 10 43 urique
addresses to 3 set of eharmise destical « & Quick Referance Card you can take away
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Printing Envelopes with the HC5500
Setup and Printing Procedure

This procedure will assist with printing envelopes using the HC5500.
Setup

First: When installing the HC5500 the Technician should always check Test Mode
5.8.26 ‘Envelope Margin’. The default for this is 42 mm. Change the margin to 12
mm. The setting range is 12 mm to 72 mm. 12 mm is the lowest margin
adjustment at this present time.

Second: After you install the Print Driver you will have to register the envelope
sizes that the customer will be using. Some of the common US envelope sizes are
listed below.

Commercial - #10 4.2" x 9.5” Booklet - #91/2 9" x 12”
#9 3.8"x8.8" #10 9.5"x 12.7"
#8 3.8"x7.5" #13 10" x 13"

Riso, Inc. consecutive winner of the prestigious Omega NorthFace Award

"Baiithog Castomers for Life™
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Setup (cont.)

To register the envelope sizes go to the Webpage of the HC5500 and then log into
‘Administrator’. Go to the ‘Controller Setting 2’ tab and click on ‘Custom size entry’
to see the screen below.

Custom size entry

12" 18" (12.0inch x 18.0inch) J

Edit

Delete

L[ EEE

Java Applet Window

Click on ‘Add’ and in this example we will enter a #10 commercial envelope size.

Riso, Inc. consecutive winner of the prestigious Omega NorthFace Award

"Buiithog Castomers for Life™
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X

Custom size entry

Mame: |# 10 envelope
Width 4.2 inch [3.5-12.4]
Length 9.5 inch [5.8-18.1]
Ok | Cancel
Java Applet Window

After entering the name and size click on ‘OK’. Do this for all the different
envelopes that will be used.

Custom size entry g|
12" % 18" (12.0inch x 18.0inch) J
#10 envelope (4. 2inch » 9.8inch) Add
Edit
Delete

Ok |

Java Applet Window

Now the setup is complete. Next will be printing procedure of an envelope.

Riso, Inc. consecutive winner of the prestigious Omega NorthFace Award
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Envelope Printing Procedure

Always remember that when you are going to print envelopes, they
have to be feed from the ‘Standard Feed Tray’ ONLY.

With the envelopes loaded in the Standard Feed Tray, go to the HC5500 panel
and press the ‘Menu’ button. This will bring you into the menus of the HC5500.
Next press the DOWN arrow key till you get to ‘Menu 4 Configuration’ and press
the ‘OK’ button. After pressing OK you will see ‘4.1 Standard Feed Tray’ press the
‘OK’ button. Now you will see ‘4.1.1 Paper Size’, press the DOWN arrow once to
get to ‘4.1.2 Paper Type’ and press ‘OK’. Press the DOWN arrow till you see
‘Envelope’ and then press 'OK’. Now press the green button (‘Print/Pause’) to put
the HC5500 back on line.

The 5500 is now ready to print envelopes.

IMPORTANT: After you are finished with printing your envelopes put the
HC5500 back to ‘Standard Paper’ for printing on normal paper stock.
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HRISOEIComColor:

January 17, 2007

Virginia Flores

AGRIUM US INC

11480 BAINBRIDGE DR
WASHINGTON, DC 20543

Dear Virginia ,

You use mail-merge when you want to create a set of documents that are essentially the
same but each document contains unique elements. For example, in a letter that
announces a new product, your company logo and the text about the product will appear
in each letter, and the address and greeting line will be different in each letter.

This text is provided to show how a mail merge document will look. Mail merge is
simple using MS Word. Simply save a data source in Excel or a comma separated format
and use the Mail Merge Wizard features in MS Word to create fast and easy mail-merge
letters and envelopes. Static information is created once and variable information is
overlaid onto the document.

Using mail-merge, all you have to do is create one document that contains the
information that is the same in each version. Then you just add some placeholders for
the information that is unique to each version. MS Word takes care of the rest.

Enjoy the workshops!

Sincerely,

Kathleen Ryan

Training Curriculum Developer

RISO, Inc.








