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Create a Date in Mail Merge Documents

Overview

Your mail merge document can be setup to create and automatically generate today’s date when merging,
giving you a number of date formats to choose from.

Steps

1. Locate your word merge document by going to your WORD folder within your REST folder on the
server (if you are unsure of this location you can check the files locations by going to Help > About
REST > Rest info > File Locations. The path will be on the right hand side under word merge
documents)

2. Open up the word merge template that requires editing

3. Go to Insert > Quick Parts

4. Click on Field
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«OwnerName»
«OwnrAdd1>
«0OwnrAdd2»
«OwnrAdd3»

Dear «OwnrSaluts,

RE: «PropAdd1», «PropSuburb» - PERTODICAL INSPECTION

We wish to advise that the periodical inspection of the above premises has

5. Under Field names select CreateDate
6. Under Date formats choose the format you require
7. Click OK




Field L]
Please choose a field Field properties | Field options

Categories: Date formats: ["] use the Hijri/Lunar calendar

(AN (=] | [dMMvmyyyy

Field names: 1;15f2014 [T use the Saka Era calendar

Friday, December 05, 2014

= (Formula) - December 5, 2014

AddressBlock 12/5/14

ﬂ*’m = 2014-12-05

s 9 5-Dec-14

- 12.5.2014

Autohium Bt

Autotwmig [ rrr—

AutoNumOut —_—

AutoText . Dec-14 =

‘“-'“’Is"”-'“ 12/5/2014 12:10 PM

Brihon 12/5/2014 12:10:04 PM

Bibliography 12:10PM

BidiOutiine 12:10:04PM

Citation 12:10

Comments 12:10:04
—DEtE T . ;

Preserve formatting during updates
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8. Exit out of the word merge document and click Save to save the changes to the template
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