Steps to Perform a Mail Merge (RTF Format)
1) Prepare your letter using Microsoft word (NOTE:  You must start your field to <FIELD4>  then  <FIELD5>, <FIELD6> so on….) 
The programmer already hard code in the system that FIELD4 corresponds to FIELD1
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After you key in everything you must save the file as Rich Text Format (*.rtf) type.
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2.  After you create the letter, you must login on TimesPay8. At the Report Writer ---Report Generator, you are required to create a new report. 
To create the report using Report Writer please go to Report Writer --- Report Generator

[image: image3.png]Times Software Support Hotline:62951998

seroasten [reroszonts [y [empsizeizs Javerpht |sanrum





Click the New button
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[[IMES SOFTWARE PTE LTD
‘Company Registrtion Number: 1935044160
10 Jalan Besar, Sim Lim Tower,
£16-03, Singapore 208787
Tel: (65) 6295-1998 Fax: (65) 6295-0998
http:/iwww. timesofisg.com.sg
REE: LETTER OF CONFIRVATIO
Dear
Congraulationt
Thisis o inform you dhat you have been confirmed as a with effective from 01/08/2005.

Your salary will be S¢ as at specified in our agreed contract signed by you.

Please keep up the good job!

Regards,

Mr. Lawrence Yeo
Personnel Manager
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Key in the Report Name, Report Title and Report Type – for the report type choose Tabular.
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Insert the respective fields accordingly (refer to the letter - CONFIRM.rtf) and saved the report. (Column 1 = Field4, Column 2 = Field5 etc). 
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3) At Payroll Reports --- Mail Merge, you are required to select the appropriate 

Report Name (the name of the report you created on the Report Writer), Query  (if you don’t want to call ALL the employee you can use the Query to select those employee you want to generate. Please choose the Query that you have created) Merge File (browse the path where you save the letter). After that click the Preview button
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Click the folder button to browse the file.
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After that please click the Preview button




4) Finally, you should see the documents/appraisal as requested.
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Thisis o inform you that you have been confirm o 353 with effective from OL0S/2008
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Please keep up the good job!

Regards,

Mr. Law renceY o
Personnel Manager

Page & of 11
sta

B s Payrol .

£Ee6

RO











Select Preview








PAGE  
6

