Personalizing a Holiday Letter

fersonafizing a Cl-[ofwfay Letter

P. DeGroot 12/8/09

With the Mail Q\/lerge Capaﬁifiu’es cf CPages and Address Book

&

Qﬁlcfcfressing the Cl-[o[i’cfay Card fm/e[ojaes with Address Book

Instead of sending out the same generic “Dear Friends...” Holiday Newsletter to everyone, let’s
personalize the greeting and add a personalized paragraph to the standard family news for some of

our friends.

Here is how you do it with Pages '09 (Ver 4.0.x) and Address Book (Ver 5.0.x). You may be able to do
it with earlier versions too. There is also an alternate method using Pages and Numbers, which is
described in the appendix starting on p. 14.

First we need to create a Group
for our holiday letter and card
recipients. Click on the + sign at
the bottom of the list of Address
Book Groups, then rename the
“untitled group” appropriately.

806

Address Book

Group

I/ AshMUG 1

i AshMUGCers

I AshMUCGgers

I Deutsche Gruppe
I Family

U Friends

I Golf-SOOTRS

! Government OR
! Government US

I Mac Courses

[ Medical

I Restaurants

" Speed Dial

U Test

I Travel (General)
[ untitled group

COASTHANIU viayur ...

i AshMUG meetin...

I Golf-SR_Mens_C...

!/ Mac Class Atten...

—

Name

_I

| chose the name ~Holiday Letter for mine.

p.1of 17



Personalizing a Holiday Letter P. DeGroot 12/8/09

Next, Click on All Contacts at the top of the Group list, select the names of the recipients and drag
them to your new Group. Here are all three of my friends.

We are going to ®no | Address Book
use the Notes Q
field for our Group Name s B
. i arbie Da
personallzed [ Al Contacts M | Barbie Dahl
* . ~Emergency Co... | | (.| Ole Svenson
paragraph. i ~Europe 2009 || [LIWill Plummet
Type in the [ ~Frequent Recip... :
| U ~Holiday Letter |
persona I ~Photo Share ! 652-120-9099
paragraph that @ Ashland Mayor ... ; .
= AshMUG 1 1322 McMansion Dr.
you want to add | Dallas TX 56092
. I AshMUG meetin... ||
tO the h0| |day . AshMUGers ! We hope y'all are well and happy this holiday season. We checked out the picture of
I tt h ! ) your new Hummer on your Facebook page. Wow! the Texas Aggie Crimson and UT
etier nere. L Burnt Orange two-tone paint job is fantastic, and the longhorns mounted on the hood
' Deutsche Gruppe are even bigger than the ones on the old Suburban. That'l sure turn some heads at
* I Family Nieman Marcus Valet Parking!
If your contact @ Friends
already haS Ii” Golf-SOOTRS
. rt t t ff I Golf-SR_Mens_C...
!mpo ant st ) Government OR
in the Notes I Government US
H I’ Mac Class Atten... *
Flelq, make a ek S .
duplicate it 3 cards

address card
(select the card, Edit/Copy, then Edit/Paste) and use the copy in your Holiday Letter Group.

We are going to use a field called Nickname for our personalized greeting. You probably don’t have
this field in your address cards, so we will add it.

Yile Edit View Window Help
Go to Next Card 8 ==
Co to Previous Card B[
vierge Selectea Cards 1ras|
i Look for Duplicates... lahi In Ithe Addl’?SS Book
- Barbie Dahl — = T Window, Click on Card/
/Ole Svenson onetic First/Last Name - -
[ JWill Plummet Add URL from Safari Prefix Add Field/Nickname
Middle Name
Mark as a Company 38\ Suffix
Reorder Last Name Before First
Make This My Card Job Title
Go to My Card Department
Maiden Name
Clear Custom Image Phone
Choose Custom Image... X &l Email
) , URL
Open‘ in Separate Window 8l | Birthday
eo work $ 1322 McMar Ealtets i
Dallas T Gl T ocL NAMES,
Country Instant Messaging
Address
We hope you e all well
happy this h  Edit Template... sicture of
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Personalizing a Holiday Letter P. DeGroot 12/8/09

Click on Edit and you will see the Nickname field just below the Name. Type in your greeting.

(NS N&) . Address
a
Group Name \
] All Contacts = Barbie Dahl Barbie.Dahl : :
i ~Emergency Co..\ | | [_] Ole Svenson Dear Barbie, Ken, Billy Bob and Little Bubba
i ~Europe 2009 * LI Will Plummet & Gompany
I ~Frequent Recip... l
" ~Holiday Letter |
I ~Photo Share t
W Astiand Mayor..... § eo mobile $ 652 120 9099
I AshMUG 1 |
3 il
I AshMUG meetin... || Wk - Ernel
I AshMUGers t friend * Name
[ AshMUGgers L (-} assistant + Name
"' Deutsche Gruppe work * user name AIM *
Fa.mnly -1+ work # 1322 McMansion Dr.
{/Friends Dallas TX 56092
i Golf-SOOTRS Country
I/ Golf-SR_Mens_C... We hope y'all are well and happy this holiday season. We checked out the
I”) Government OR picture of your new Hummer on your Facebook page. Wow! the Texas Aggie
I Government US Crimson and UT Burnt Orange two-tone paint job is fantastic, and the
7 Mac Class Atten... 4 longhorns mounted on the hood are even bigger than the ones on the 9]d
S S v Suburban. That'l sure turn some heads at Nieman Marcus Valet Parking!
Edit 3 cards 7

Do the same thing for the rest of the cards. Here is an example of one where | just wanted to send a
“generic” greeting and newsletter and skip the personal paragraph. | just put “Holiday Greetings” in
the Nickname field. You could also leave out the Nickname field and put “Holiday Greetings” in the
Notes field, since it is going to come right below the Nickname field content.

N Yo le) | Address Book
a
Group Name
[ All Contacts M .| Barbie Dahl Will Plummet
) ~Emergency Co... | Ole Svenson Holiday Greetings
i ~Europe 2009 L/ Will Plummet Ellunge & Plummet Investments
_ Company
[ ~Frequent Recip...
" ~Holiday Letter
) ~Photo Share
i Ashland Mayor ... -1+ home ¢ 215-333-9810
= AshMUG 1 )
. AshMUG meetin... wowic - B
I AshMUGers friend + Name
i AshMUGgers (-] assistant + Name
I[”) Deutsche Gruppe work # user name AIM
i Family Q0 home * 144 Gross Lane
i Friends -/ Rata Muerta CA 99765
7 Golf-SOOTRS Country
I~ Golf-SR_Mens_C... Nede I
) Government OR
[, Government US
" Mac Class Atten...
' Mac Courses
I Medical =3
[ Esit | 3 cards o

p. 3 of 17



Personalizing a Holiday Letter P. DeGroot 12/8/09

Now we open the Pages document with the layout and “stock” text that we want in all the letters.

% Xmas Newsletter.pages (Word Processing)

We position the
cursor where
we want the

M greeting...

nmmmmmmm

= L

Wow!! 2009 has shaped up to be one of those years for the Shumaker family. So much has happened
that it's hard to know where to begin. First, there was that business with the IRS; then the trial,
wherein a co-worker’s husband accused me of adultery, followed by my third arrest for DUI. And all
that happened before June!!

Naturally, Holly no longer wishes to speak to me and who can blame her? But things haven't gone too
well for her either, | might add. Her long tenure with the Ashland PTA came to an end when she was
accused of borrowing budget funds to play the Lottery.

After years as a Sales Manager, | was removed from that position, and reassigned as Director of
Interdepartmental Email Archiving. The basement office is cozy, but | do miss the desk and telephone. J

And our hbme remodeling project got somewhat sidetracked. When we went to put the new tub into
the kid’s bathroom, the rotted floor gave way and everything fell down to the first floor. Now, kids and

miinanta haun ba ahauiar in btha ldas sanmm AR aad tha Coant and Dane danea vainatallad an annn An

File

Edit Arrange View Window Share Help § -

» 3 Newsletter.pages (Word Processing)

a~

I8 Format

Next we are going to insert the

Sections

Section Break
Page Break
Layout Break
Column Break

Auto Page Numbers...
Page Number

Page Count

Date & Time

Filename
Wow!! 2( f those years for the Shumaker family. So much has happened
that it's b :::tI::;Contents rst, there was that business with the IRS; then the trial,
wherein d me of adultery, followed by my third arrest for DUI. And all
that hapy Bookmgrk

Hyperlink >
NPy Merge Field | Name > her? But things haven't gone too
well for t  Sender Field > Address » \came to an end when she was
accused Comment Phone >

Email >

Afteryez  1ext Box Instant Message » Ind reassianed as Director of
Interdep;  Shape L Spouse Names 0ne.

Table Other > Parent Names
Andour  Function . merd  Mother Names o
the kid’s  Chart » 3 way ,and everything fell dow  raiher Names and
guestsh_ Connection Line n. We'll get the Frontand Re  ¢;c1ar Names as
the termi 5 have been cleared up! Brother Names

Choose... T8V
With all this'going on, ouroldestson Nicholas has left home and mc Partner Names the
William Morris Agency, and now with a new stage name (NICK RYA ~Manager Names tto
appear in the next Britney Spears film entitied "The Battle of Midriff* ~ Assistant Names | by
New Line Cinema. He'll sing on her new album, too. After that, it's o Other Names Ir,
performing with N*Sync (he's their new lead singer, replacing Justin e Name
Kelly, on the other hand, being a minor, can’t leave home to avoid Nick Name ded
here, whether he likes it or not. So he insists on appearing in public ~ Phonetic First Name
children . . . hooded and unrecognizable. He says he does it so peo,  Phonetic Middle Name  son.
Otherwise. he's daina OK . . . nothina areat. He lost First Chair in thr ~ Phonetic Last Name

125% 5 457 Words Page 1 of 1 AV -
RN e o P FN p 4 Of 17



Personalizing a Holiday Letter P. DeGroot 12/8/09

Then we move the cursor to below the Nickname and do the same as above to insert the Note field
as the next Merge Field via Insert/Merge Field/Other/Note. This is what the document now looks like.

qmm mm-nﬁn ﬂ-l!l ”EE% I-J[Eﬂ

A A A

Nick Name
Note

Wow!! 2009 has shaped up to be one of those years for the Shumaker family. So much has happened
that it’s hard to know where to begin. First, there was that business with the IRS; then the trial,

widhavain A Aan winvleadia huinhand anniinad vana A AdLlban Allauad i e thivd Aveant e DL AnAd Al

The next step is to link the data in
address book to the Merge Fields in
Pages. We start by clicking on Edit/

es File

Insert Format Arrange View Window
Undo Update mail merge settings 3Z

Mail Merge in the Pages menu. Saals L
| Cut 3#8X
1 Copy $%C
i Paste #V
5 Paste and Match Style {8V
X Delete
' Delete Page...
; Clear All
g N Duplicate #D
1 NC Select All A
3 w Deselect All 0 8A
g ears for
§ th  Track Changes twas thi

wi idultery,
g 1 Mail Merge..
: .
. N; Find > and wh
; wi  Spelling P vith the ,
ac Proofreading > ottery.

4 Writing Tools >
i Al from the
g In Special Characters... 1t office
i
4 And our home remodeling project got somewhat sidetra
L bthn Lidla hatheanma tha vadbad Hlane jnavins wim and Avian d
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This brings up the following window.

Select the source IMPORTANT
\ Select 2 Mall Merge Source  \1ake sure this is unchecked

(© Address Book or you will get some strange
and Group () Numbers Document: results Y
Address Book Group: [~Ho|iday Letter/ @

» Merge Fields

erge to:

and output M
\ Send to Printer Q ubstitute closest match (i.e., substitute a
v

. ork address for a missing home address).

(Cancel ( Merge )

Then click Merge
This will bring up the Print dialog box.

There will be 3 pages printed, each a newsletter customized with the personalized greeting and
note.

Print

Printer: f hp deskjet 5100 @ Peter’s Intel... @ @

Presets: [ Standard o
Copies: |1 l ECollated
Pages: @ All
O From: 1 to: |1
[ Layout FH
Pages per Sheet: ( 1: F%«]
—
Layout Direction: S Vl N
Border: ( None Q
Two-Sided: | Off ,,:,,
[(led ] 20f3 [ » pp] [_] Reverse page orientation
[ Flip horizontally
@ ( PDF v ) (Supplies... ) (Cancel) ( Print )
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Here is an example of one of them.

R e b e 1T T T

Dear Ole, Lena and Lars

We really enjoyed our visit with you in Lake Wobegon last July. Those Walleyes were sure delicious!
Almost made the hours and hours of fishing in the rain worth while. Too bad about Lars getting the
hook caught in his ear. Good idea to attach the earring to it, though. He looks real good with it and it
sure saved a bunch on doctor bills, eh?

Wow!! 2009 has shaped up to be one of those years for the Shumaker family. So much has happened
that it's hard to know where to begin. First, there was that business with the IRS; then the trial,
wherein a co-worker's husband accused me of adultery, followed by my third arrest for DUI. And all
that happened before June!!

Naturally, Holly no longer wishes to speak to me and who can blame her? But things haven't gone too
well for her either, | might add. Her long tenure with the Ashland PTA came to an end when she was
accused of borrowing budget funds to play the Lottery.

After years as a Sales Manager, | was removed from that position, and reassigned as Director of
Interdepartmental Email Archiving. The basement office is cozy, but | do miss the desk and telephone.

And our home remodeling project got somewhat sidetracked. When we went to put the new tub into
the kid's bathroom, the rotted floor gave way and everything fell down to the first floor. Now, kids and
guests have to shower in the living rcom. We'll get the Front and Rear doors reinstalled as soon as
the termite and wood beetle infestations have been cleared up!

With all this going on, cur oldest son Nicholas has left home and moved to Hollywood. Signed by the
William Morris Agency, and now with a new stage name (NICK RYAN), Nicholas is under contract to
appear in the next Britney Spears film entitied "The Battle of Midriff* to be produced and released by
New Line Cinema. He'll sing on her new album, too. After that, it's off to Eurcpe for a 6 month tour,
performing with N*Sync (he's their new lead singer, replacing Justin Timberlake).

Kelly, on the other hand, being a minor, can't leave home to avoid the embarrassment. He's trapped
here, whether he likes it or not. So he insists on appearing in public just like Michael Jackson's
children . . . hooded and unrecognizable. He says he does it so people won't know that he's our son.
Otherwise, he's doing OK . . . nothing great. He lost First Chair in the Symphonic Band when he
goosed the instructor with his fiute and was suspended from the wrestling team for a few days when
he pulled a groin muscle (somecone else’s’)

Despite all this, we feel we have much to be thankful for - we haven't come down with Tuberculosis or
Hepatitis B yet, for example. We'll all be better off in 2010, when the Witness Protection Program
kicks in and we assume new identities and relocate to parts unknown!! Maybe you'll be as lucky!!
ANYWAY, BEST WISHES FOR A WONDERFUL HOLIDAY and A VERY HAPPY NEW YEAR!!
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Addressing the Holiday Card Envelopes with Address Book

| will use the same Address Book Group that we used for merging the personalized greeting and
paragraph into the newsletter for another holiday task, addressing the holiday greeting cards.

First of all, Address Book is going to use “your” address card for the return address. Usually this is a
card set up automatically when you install or set up OS X. It may or may not be suitable. You can see
what it is by going to Card/Go to My Card in the Address Book top menu bar.

If it is not suitable you can edit it, select a different one or create a suitable one. In my case, my wife
and | have different surnames so the standard “ First Name” Last Name” card doesn’t work very well.
What | did was create a new card.

(SN NG) .| Address Book
S —
Group Name
[ ] All Contacts [LfPeter & Marian Tsang Peter DeGroot & Myrl Bishop
- | .
[ ~Emergency Co... W |- | Peter DeFazio
~Europe 2009 4| % Peter DeGroot & My...

|| Peter DeGroot

|| Peter F. Schwarzer
|| Phil Snyder
f#iPlaza Salon & Spa

~Frequent Recip...
~Holiday Letter
~Photo Share

" Ashland Mayor ...

670 Helman St.

Ashland OR 97520
24 Powells Books

I~ AshMUG 1
AshMUG meetin... o PR-USA.net
AshMUGers 84 Priority Club

=1 AshMUGgers iiiProject Restart

i84 Quail Point Golf Co...

Deutsche Gruppe

————— — — — — ——

Family |- IR. O. McGinnis
Friends f25R&R Pet Resort
I Golf-SOOTRS |- |Ramona Cerretti
= Golf-SR Mens C... |- Ray McClenathan
Government OR 1] Ray West
|- /RD Mumby

Covernment US

Mac Class Atten... -] Rebecca Bishop

Mac Courses + [8iRed Lion Hotels A
Modical Y | Reen & Fritz Gottron ¥
Edit 638 cards o

Actually, | left the first and last name fields empty and put both of our names in the Company field. It
just worked better.

You can designate your new card as “My Card” by selecting it, then going to Card/Make This My
Card.
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Next you need to set up your printer for the cards you are using.

Select one of your
recipients, and click on

Printer: | hp deskjet 5100 @ Peter'sw
—

File/Print Presets: | Standargd 4
Copies: ECollated
. Pages: @ All
You should get a print OFrom: 1 to: |1 ‘
dialog box like this. If [ Address Book )
you don’t see the full Style: ({Envelopes B

window like this, click on
the arrow here

Label | Orientation

Layout: | DL 4] [ Millimeters |4
Envelope Size:
width: 220.000 Height: 110.000
. Recipient:

There will probably be a il

Top: 44.000 width: 124,944
default Layout

Left: 88.000 Height: 58.944
for some type of —
business envelope. s

Top: 7.056 width: 66.000

Lef: 7.056 Height: 33.000 ‘
Click on the Layout pul @ (PoFv ) (Supplies..) (“print )

down menu...

...and select Define
Custom

Printer: [ hp deskjet 5100 @ Peter’s Intel... [4] (4]

Presets: [Standard ﬁ
Copies: D ™ Collated
Pages: () All
OFrom: 1 to: |1
[ Addracc Ranlk

Save
Style: E Save As...
Rename...
Delete

Peter DeGrok & Myt $410p.
70 Welesan 52.

Define Custom... [\

Layou v International Envelopes »
North American Envelopes >
Japanese Envelopes »

Envelop

Recipient:

Top: 44.000 width: 124.944
Left: 88.000 Height: 58.044
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Printer: [hp deskjet 5100 @ Peter’s Intel... 8 B

You will be asked to name

e L the custom layout. If you
Copies: ™ Collated are using more than one
Pages: @ All size of card, you will have
EIETE o 12 to define a custom layout
— ————[ Address Book — for each.
e Style: | Envelopes =)
riryr e ————————{ Layout-| Label Orientation '
e Measure the envelope
Layout: | Snowman Card E [ Inches and enter the data here
Envelope Size:
wigth: | 8.000 Height: | 5.250

Recipient:
width: 4,919

Height: 2,321

You can play with these
numbers to reposition the
address and return
address.

1 address (~Holiday... Zoom:

Width: 2,598

Height: 1.299

® CPrv) G o)

NOTE: sometimes nothing changes in the display here when you make changes in the dimensions. If
that happens, click Cancel, the click File/Print again and you should get an accurate display of the
layout. This bug has appeared in OS 10.6 (Snow Leopard), at least.

Next click on Label.

.. Address Book %
This is where you can e [ et
choose the font, text Style: (Envelopes 4
size, text color, etc.
e —{ LayoT-f |~Label-| Orientation

'YOU Can_ also add an ePrint my address: [work Q
image (it goes to the

Addresses: | Distribution List (~Holiday | % ]

left of the return
address), but be
careful. Although you
can select a new
image, | haven’t found

Print in: | Alphabetical Order )

Print: [] Company | of recipient 5 |
[ Country
| Except my country

Color: El

a way of deleting an TR :
image other than e — Image: No Image Selected
deleting the Iayout Font: Lucida Grande-1...

and starting over.
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You may have to change the Orientation and/or try some test envelopes to determine how to feed

them into your printer so things come out right.

Pecer DeCroce & Myl 3ishop
670 Helman S
Ashang OR 57520

Sartve Danl
1322 NeMamion Dr.
Dadlas TX 56092

r: [ hp deskjet 5100 @ Peter’s Intel... @ @
Standard a

Presets:

Copies: 1 8 Collated

Pages: ) All
O From: \ to: 1

[ Address Book\
AN

Style: [ Envelopes \

N

Label = Orientation |
Orientation: m l@

4
+

—{ Layout

Finally, unless you are certain that your printer feeds stacks of envelopes reliably (none of mine do)
you probably want to select and print the addresses one envelope at a time.
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Appendix
Alternate Method - Merging Data into Pages from a Numbers Spreadsheet

This is actually a more flexible, and in my opinion, easier method. The reason | used Address Book
as the merge source earlier is that more people are familiar with Address Book than with Numbers. In
fact, many people seem to be intimidated by the assumed complexity of spreadsheets, although
when used simply to store data as in this example, they are really easy.

This alternate method uses the Link Inspector in Pages to set up the merge fields. The Link Inspector
could also have been used to set up the Address Book merge fields rather than the Menu items that
we used (pp. 4-5).

First we need to create a simple spreadsheet (Numbers Document, if that sounds less intimidating) to
hold our data. Launch Numbers and double click on the Blank template in the Template Chooser.

®NO Template Chooser

Personal Finance
Personal
Business
Education

My Templates

Checklist

In the resulting spreadsheet, click and drag the divider at the right ends of the A, B, C and D columns
to make them wider. The exact width isn't critical, this is just to make things more readable.

BH, ®, ¥ alll ,  fLt  lsa), © 2= Q A
Tables Function Reorganize Charts  Text Box Shapes Inspector Media Colors Fonts

e o L | EEEER Owap | v ][l | Sl 2l [I[] | Al | (Bl e[a ] Oname
sets il \ 2.50 in L{;
1 H A | B C ‘ D [ E

'g"‘gé - |

ES VORI SR

|
|
|
|
|
|
|

~N o n
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Click on the top of column A, then
Shift-click on the top of column D
to select all 4 columns

Next click on Inspector,
then on the
Cells Inspector.

Finally, click on Wrap Text
in Cell (Should have a
check mark, not a dash)

EV ' @ A
Tables Functi Reorganize Inspector Media/’ Colors Fonts

R4

—lfo ) | EEE=E (FEL] @we | [ols[]v ] [wlo]
Il

i A I B | !
Bl
2 000 lis | [HE
_i.. DEEEAT L Q@
| S& | Cell Format/ coyi inspector|
LA | [Automa¢ m
By / ,
8 | Condipional Format |
2 — o |
11 | MWrap Text in Cell
12
13 E
14 i
15 i

You may be wondering why we are using 4 columns when we only have 2 Merge Fields we want to
insert. The A column is a Title column, just used to identify the entry. It will not be selectable as a
Merge Field. The B column will hold our Greetings. The C and D columns will hold our personalized
Paragraph.

Why 2 columns for this? Unfortunately there is an undocumented character limit when merging data
from a Numbers document to Pages. If there are 255 or fewer characters in the spreadsheet table cell
it merges correctly, 256 or more and the merge field in pages ends up blank after the mail merge.
This isn't the case for Address Book merges to Pages, at least for the Notes field.

The work-around for the character limit from Numbers to Pages is to split long entries into 2 or more
cells in the same row and treat them as separate merge fields, placing them one after the other in the
Pages document. You have to leave a space between the merge links in the Pages document or this
doesn't work.

In Row 1, enter names for the Merge Fields, and in Rows 2 and on down, enter the recipient name in
column A, greeting in Column B, and personalized paragraph, split in two, in Columns C and D, as
below.

A B C D
Paragraph1 Paragraph2

We hope y'all are well and happy this two-tone paint job is fantastic,

holiday season. We checked out the and the longhorns mounted on

picture of your new Hummer on your the hood are even bigger than

Facebook page. Wow! the Texas the ones on the old Suburban.

Aggie Crimson and UT Burnt Orange That'll sure turn some heads at
Nieman Marcus Valet Parking!

m 1 Name
£ Barbie Dahl

Greeting
Dear Barbie, Ken, Billy Bob and Little

4

Ole Svenson

Will Plummet

Dear Ole, Lena and Lars

Holiday Greetings!

We really enjoyed our visit with you
in Lake Wobegon last July. Those

Walleyes were sure delicious! Almost

made the hours and hours of fishing
in the rain worth while. Too bad

about Lars getting the hook
caught in his ear. Good idea to
attach the earring to it, though.
He looks real good with it and it
sure saved a bunch on doctor
bills, eh?
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Save the document in a convenient location. I've saved this one as Holiday Merge Data.

Now we open the Pages document with the layout and “stock” text again and position the cursor
where we want the greeting.

g; Xmas Newsletter.pages (Word Processing)

Wow!! 2009 has shaped up to be one of those years for the Shumaker family. So much has happened
that it’s hard to know where to begin. First, there was that business with the IRS; then the trial,
wherein a co-worker’s husband accused me of adultery, followed by my third arrest for DUI. And all
that happened before June!!

Naturally, Holly no longer wishes to speak to me and who can blame her? But things haven't gone too
well for her either, | might add. Her long tenure with the Ashland PTA came to an end when she was
accused of borrowing budget funds to play the Lottery.

After years as a Sales Manager, | was removed from that position, and reassigned as Director of
Interdepartmental Email Archiving. The basement office is cozy, but | do miss the desk and telephone.

»
And our hbme remodeling project got somewhat sidetracked. When we went to put the new tub into
the kid’s bathroom, the rotted floor gave way and everything fell down to the first floor. Now, kids and
miianta havn ba ahauar i dtha ludas vanma AR aad dhoa Conné and Danav A H tallad ~An ~n
o000 Link Now open the Inspector and click on the Link Inspector
- \— et 4'

08

[y
]
i

T® ¢ 2408

and then onAMerge.

—{ Hyperlink  Bookmark | Merge *r

Merge

source: Address Book

Merge Field Target Name
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000 Link
O ET & < Bl k@

—{ Hyperlink  Bookmark | Merge }—

Then click Choose... and in the resulting pop-up
window click on Numbers Document

Merge source: Holiday Merge Data....
Table: Sheet 1 - Table

Merge Field Target Name
Selecf a Mail Merge Source
(OMddress Book
(*) Numbers Document:
Address Book Group: [AII = 1
= (Cancel) ( oK )

Shared Folder

Y S;A:s: pY ‘ ~ Q Addressing Cards images > ¥ Preview: W
sl |
&= Mac Mini Holiday Newsletters.pdf
PBD Mac... | (] Newsletter images » e
¥ PLACES M @ Personalizing...essing Cards -
Desktop # Xmas Newsletter.pages ‘ i
-yﬁ Applicati... || |
m User/Ow... Name Holiday\Merge UL
43 peter I Data.nulnbers
G Favorites ‘ u Kind Numbers\Document .
0 SR ‘ A Size 102 KB o\ disk -
by Created Today 11:49 AM v
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NQW you W_'” see this Select a Mail Merge Source
window. Click OK. =
Address Book

@Num

Table: ! Sheet 1 - Table

ment: Holiday Merge Data.numbers [ Choose... )
et i

—~
(" Cancel ) ( oK )

00C _Link

T & < Bl @

Hyperlink  Bookmark | Merge J

[i=1]

Next click the + sign at the bottom left of the Link Inspector window 0 8 8
and select Add Merge Field. You should see your first Merge Field,
"Greeting" Column B from the Numbers spreadsheet, and the
merge field "Greeting" should also appear at the cursor in your
newsletter.

(

Merge source: Holiday Merge Data....
Table: Sheet 1 - Table 1

Choose...
Merge Field Target Name
I Greeting Greeting =

Position the cursor where you want the next merge field,
Paragraph1, to be, then click Choose again in the Link Inspector
window. The window below will pop up again and you could Choose
a different spreadsheet for the next merge field if you wanted to, but
we want to use the same one, so just click OK.

Select a Mail Merge Source =

() Address Book

) Numbers Document: Holiday Merge Data.numbers ( Choose... ) C\ D _ Lmk .

Table: | Sheet 1 - Table 1 e OiEET#R<C Bl @
" Hyperlink  Bookmark | Merge J
( N
QeSTiRE iy ( - ) Merge source: Holiday Merge Data....
Table: Sheet 1 - Table 1
Choose...
. . . . . . Merge Field Target Name

A new highlighted Merge Field will appear in the Link Inspector ‘ Grezﬁng Cregtmg .
window. and it will also appear in your newsletter (note that it is

highlighted there too). Unfortunately, it wants to use the same
"Greeting" field again, so we need to change it.
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'O 00O Link !
| . ) ,
‘JEI T2 & 80 @! Click on the up-down arrows to the right of the target name

‘—-{ Hyperlink = Bookmark | Merge }—~

(g
]
{1

Merge source: Holiday Merge Data....
Table: Sheet 1 - Table 1

' - ‘._'Mgrr'ge Field Target Name

M g Position the cursor one space after the Paragraph1 Merge
.| Greeting Greetina + | Field link in the newsletter. Click Choose again in the Link
' v CGreeting H Inspector window, then OK in the next window. Click the up-
' ‘ ' down arrows to the right of the new target name and choose

=

Paragraph2 ' Paragraph2 from the list.

Then choose the correct field, Paragraph1, from the list.

P PP ——

|
|

You are done. Your newsletter should look like this,

T T YR TR T T L T T T
oo 2 a2 ot e bt e e e A o ot e

Greeting
Paragraphi Paragraph2

Wow!! 2009 has shaped up to be one of those years for the Shumaker family. So much has happened
that it's hard to know where to begin. First, there was that business with the IRS; then the trial,
wherein a co-worker’s husband accused me of adultery, followed by my third arrest for DUI. And all
that happened before June!!

and you can now go to "The next step is to link the data...”" on page 5 and continue on to printing your
personalized newsletters. Of course you need to select "A Numbers Document" rather than Address
Book as the source on page 6.

By the way- You can copy, paste, change font, style and color, move around or even delete the
Merge Field links just like any other text. The changes will be applied to the merged text.
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