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Runtime User Input merge codes give you the flexibility to add new content to a form
letter at runtime.

The Runtime User Input merge codes are located in the Merge Code Browser. To
launch the Merge Code Browser, open an existing form letter or create a new one by
selecting Tools from the main page of CDS then clicking on Form Letter Maintenance.
Perform a search for a form letter in the Find Form Letter window or leave the fields
blank to perform an open search. Click OK. In the List of Form Letters window, select a
letter to modify or click on the Add Record button to create a new form letter. If you are
creating or modifying a document using E-Z Editor, launch the Merge Code Browser by
selecting Tools from the main menu then click on Merge Code Browser. If you are
modifying or creating a document in E-Z Word, click on the Merge Code Browser
button in the toolbar.

L-_E. EZWORD.DOC - Microsoft Word

JEiIe Edit Wiew Insert Format Tools

D8 g y|sE
J@ J[Nu:urmal] - &rial
J = ol ] ~ B E

El :

The Runtime User Input merge codes are listed alphabetically as Userinput1,
Userinput2, etc., in the Merge Code List section of the Merge Code Browser.
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UndTitle ;I ACT ALARM
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UszerobTitle (s General LTC ACT_STATUS
Useifar =[}Sljgenesiio = Jecrne <

Runtime uzer input - 3

I%ert I Cloze | Help |

FADAIA

©2003 E-Z Data, Inc. is a registered trademark of E-Z Data, Inc




Select a User Input merge code with a left click in the Merge Code Browser then click
Insert to insert the merge code into your document. The User Input merge code will be
entered in the document at the location of the active cursor.
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Cear &Greeting:
We are pleased to announce that we will be holding a seminar titled
Ellserinput1. This isa unigue opportunity to hear from some of the leading

gxperts an &llsednputz.

The seminar will be held on &l serinputa at &lLserlnpatd. There are a limited
number of seats availahle ..

Once you have finished creating or modifying the document, click on the small x in the
upper right hand corner to close and save the document. In the Form Letter
Description window, enter prompts for each User Input merge code. CDS will display
the prompts when a form letter containing User Input merge codes is used for
correspondence.
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To use a form letter with User Input merge codes, select a contact or group of contacts
for correspondence then select the form letter.

Note: For more information on selecting contacts for correspondence and using mass
correspondence tools, watch the CDS Mail Merge course: lessons one, two and three.

After selecting options in the Print Form Letter dialogue window, click Print and CDS
will launch the Input Values for following Runtime Parameters window.

Input values for following Runtime Parameters
name of seminar Investing for the Future ;I
topic of seminar investment research and planning j
date January 15, 2004 jl
location our Dak Street office j
[~
ITI Cancel Spell Check...

Enter the information for each User Input merge code in the corresponding field to the
right of the User Input prompt. After entering information for the merge code, click OK.

Mr. Phillip Andersan
3233 Roanoke Road
SanMaring, CA 91108

Dear Phil:
We are pleasedto announce that we will be holding a seminar titled Investing
for the Future. This is a unigue opportunity to hear from some of the leading

EXpErts on investment research and planning.

The seminar will be held on January 15, 2004, at our Oak Street office. There
are a limited number of seats available ..

CDS will launch a print preview displaying letters merged with data in CDS (if applicable)
and the information entered based on the runtime prompts.
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