Chameleon

Letter generator and mail merge

Available for multi-user accounts. Create individual letters and multiple PDF documents from a single template using
placeholders to insert personalised information from your database that is unique to each document ie. name and address.

Install Adobe PDF software

The letter generator feature makes use of Adobe
PDF file viewer software.

0 If you do not have Adobe Reader installed,
visit http://get.adobe.com/uk/reader to
download the free PDF software.

Generate individual letters

Create individual PDF documents for print
directly from candidate and client records.

o Open your client or candidate record.

@ Select the Letter generator icon to open (1] (2]
the popup window to create your letter.

9 To manually add your message, type into
the message text area. The editor allows (4]
you to change the font style and add (5} (6) (&

images.
(7

9 If you wish to use an existing
company-wide template select one from
the Template drop down box. This will
open the template into the Message (3]
window for editing.

Tip: Create company-wide templates for
the letter generator from the CMS tab in
the Admin panel.

@ Choose to either Email the letter to your
contact directly or email to yourself in a
printable PDF format.

Tip: It's possible to schedule when the
Email is sent within a 24hr time frame
using the Send Time drop down box.

@ Select whether you want to create a Note
against the record and a Reminder .

0 Enter the comment you wish to display in
the Notes section by completing the text
box labeled Notes Text . The default
comment is ‘Letter’.

@ When you are satisfied with your message
and layout press the Send button.
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Create company-wide letter templates
Create company-wide letter templates for use with the mail merge tool.

o
(2]
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Open the Admin screen and select the
CMS tab from the top menu.

From the drop-down menu, select an
existing letter template.

The page will default to the HTML
information screen. Overwrite the name of
the template in the text box marked Page
Name.

Important note: For the templates to work
it is essential that all templates are named
in exactly the following format:

Letter Template Candidate - Edit name here
Letter Template Client - Edit name here

Select the Content 1 tab from the CMS
menu to create the letter template.

Enter your message text into the panel
overwriting the exisiting text.

Make use of the CMS tools to change the
font style. If you prefer you can select
Source to edit the HTML code directly.

Use Data Placeholders to import specific
information from your database into your
letters to personalise them. ie.

Your contacts name and address.

Tip: More information about Placeholders
can be found in the Knowledgebase.

Ensure you select Save as new , to create
the new template. Or Save to simply
overwrite or make changes to the existing
template.
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Mail merge

Create multiple letters from a single template using placeholders to insert personalised information from your database that is
unique to each letter ie. name and address.

Create a contact list

Run and refine a search based on the

criteria you want to use to create your

contact list and press Go to return your

results. e

9 From the search results page select the (3]
New Basket button and enter a unique
basket name in the ‘create new empty
basket’ pop-up window, and Save the
entry.

g Drag-and-drop your contacts displayed in
the search results into the named basket
to create your contact list.

Mail merge

0 Select the basket containing your contact
list from the Smart Navigation.

9 Select the Letter generator icon to open
the popup window to create your mail
merge letter.

@ To manually add your message, type into
the message text area. The editor allows
you to change the font style and add 1)

images. e

@ Add Placeholders to automatically insert (6)
information from your database when the
letter is created as a PDF document. ie.
[[ca.forename]] for Candidates first name.

Tip: More information about Placeholders (3)
can be found in the Knowledgebase .

@ If you wish to use an existing
company-wide template select one from
the Template drop down box. This will
open the template into the Message
window for editing.

@ Select ‘Create all letters in one document
and email them to me’.

0 When you are satisfied with your message
and layout press the Send button and
Chameleon-i will create a PDF mail merge
document and send it to the email address
logged for your user account.
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Placeholders

Placeholders allow you to import customised information into your bulk emails and letter templates. Below is a list of the
Placeholders available specifically for letter templates.

0 Placeholders consist of a specific code
string that needs to be added to a letter
template. The Placeholder is automatically
replaced with customised data from your
database just before the letter is created
as a PDF document.

Letter Placeholders include:

[[ca.addressbook]]

Returns the candidates full address as a
block of text, automatically removing any
blank lines.

[[cl.addressbookK]]

Returns the clients full address as a block

of text, automatically removing any blank (1)
lines.

[[todaysdate]]
Returns todays date in the format
01-Apr-2009.

[[MyName]]
Returns your full name that is logged in
Admin panel in the users tab.

[[MySignature]]
Inserts the signature image file stored in
the Admin panel in the user account.

Tip: Additional Placeholders are available
as a list within the Knowledgebase and
can be used in conjunction with the Mail
merge feature.

Include your signature

0 Your personal signature can be added to
the letter. To upload the image file open
the Admin panel and select the Users tab.

9 Select the user account from the drop
down list, and press the Browse button
located in the Personnel Doc's section.

Tip: The file must be saved as a JPEG
format and named, mysignature.jpg.

@ Ensure your save the changes.



