OpenOffice

This article deals with the specific details for OpenOffice form letters.

General information about form letters can be found in the main article Form letters with ....

Main dialogue / Pre-settings

See main article Main dialogue.

See main article Pre-settings.

Edit/use form letter

Continuation of the main article Edit/use form letter.
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A dialogue to control the form letter functions will appear next to the document.

Funktionen zur Yorlage »

+ Adress-Felder einflgen
+ Datum einflgen
= Betreff einfilgen
+ Anrede einflgen

+ Sonstiges Feld einflgen

Vorschau
é Drucken

r§'1 speichern und Schliessen

[= Schliessen

With the following buttons you can add additional data-fields at the current cursor position:

¢ Insert address field
¢ Insert date field
¢ Insert subject field

For further data fields you can click Insert other field.

With Preview you can view a preview of your form letter. More about this is available here: Preview
form letter.

Use Print to open the print dialogue. More about this is available here: Print form letter
With Close you will exit the document. You will be asked to save you changes, in case you made any.

With Save and close the document will be saved and closed without any further request.

Preview form letter

The preview helps you verify the template with filled in data fields. The documents will be printed as
they are displayed in the preview.

If you want to change the text for specific people you can activate the Editor mode.
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Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam
et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem
ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam
nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua.
At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea
takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam
erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita
kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet.
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A dialogue to control the preview functions opens.

Vorschau 3/208 »

Abbdhl, Hans

< Zuriick > Vor

Zu Person springen
prng
U" Meu laden

f' Bearbeiten aktiviersn

Zurick zur Vorlage

[= Schliessen

Back and Next will switch the preview of the persons.

Jump to person opens a selection of persons you can jump to. Documents of persons that are
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opened in editor mode will be highlighted with an orange circle.
Refresh refreshes the preview.

Enable editing starts the Editor mode.

Back to template switches back to the template.

Close closes the preview and the dialogue.
Editor mode

The editor mode is used to change the text, picture, etc. for specific persons.

When activating the editor mode the preview of the current person will be saved to a file (see Storage
locations for documents) and the write protection will be disabled. Now it is possible to make changes.

]
¢ ALL CHANGES MADE TO THE TEMPLATE AT THIS POINT WILL NOT BE USED FOR THIS PERSON!!!!

In addition, a slightly different function dialogue will appear:

Vorschau )4

Lonnenschein, Susanne

Zurick Vor

Zu Person springen

ﬁ MNeu laden

f’ Bearbeiten aktivieren

|E| Zurlick zurVorlage

E Schliessen

Refresh is deactivated.
Disable editing deletes the edited document and switches back to the normal preview.

All other buttons maintain their functions.

Print form letter

Continuation of the main article Print form letter.
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This function allows you to print the form letter.

Drucken »

Aktueller Drucker: é Drucken
Brother MFC-]B250W Printer (Kopie 1) B

& Druckereinstellungen andern [= Ende

Folgende Dokumente drucken:
Van: 1 Bis: 3

Max: 1

Change printer settings opens the OpenOffice Print setup dialogue.

¢ All other dialogues will be blocked until this dialogue has been confirmed.

Drucker einrichten >

Drucker

Mame: EEmther MFC-J825DW Printer (Kopie 1) Eigenschaften...

Status:  Standarddrucker; Miedriger Tonerstand
Typ: Brother MFC-J3250W Printer
Ort:  BRMOD1BASBBGE33
Kemmentar: MFC-J2250W LAN

Hilfe Optionen... oK Abbrechen

Storage locations for documents

Continuation of the main article Storage locations for documents.

With OpenOffice, there are additional folders in Mailmerge for form letters where documents have
been adjusted for specific people (Editor mode). The changed documents are inside this folder.

The folder name is created using the file name and the ,Mails” of the document.

The file name of the edited document is created using the documents file name and in brackets the
family name, first name, and membership number.
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