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CM22 Caldes Admin Manual 

Setting up a letter template v1.4 

There are two forms of letter template.  The first is a single letter (e.g. to one person) and the 

second is a mail merge letter (e.g. to lots of people.)  The two behave slightly differently and 

can merge different fields.   

1. Decide if the letter is a single letter or a mail merge letter (to multiple people.) 

2. Create your letter in MS Word.  Avoid adding images if at all possible as this will slow down 

the merge process, although single letters are less problematic.  There are a number of 

tags (explained later) which will pull through images from the database. 

3. Determine which fields you want to pull through into the letter and map these up to the 

relevant database tags.   

a. These tags are shown in the following format [[my_tag]], so you replace the word in 

your letter with a tag and then when the letter is merged the tag will be replaced with 

the actual information. 

b. To see which fields are available, along with instructions on most fields, see Options 

2.30 for single letters and 2.31 for mail merges.   

c. For the full cross referenced list of all tags see 2.32 

4. Save to your computer as a .doc file – (Usually shown as Word 97 – 2003, not .docx) 

5. Go to Options 2.20 (not 2.02) and then... 

6. Using the link at the bottom, add a new folder if necessary. 

7. From the list of folders, click the ‘List files / Upload template’ link for your folder 

8. Now test your letter.  

a. For single letters go to the property or contact and add a new letter activity and fill in 

all the related fields for this activity that you need first (e.g. property, contact etc.)  

From the drop down list of templates shown, select your new letter.  Wait for the 

refresh and then select Preview letter.   Note that you will need to have the letter 

component installed on your computer. 

b. For mail merge letters, create a test mail merge and then from R8-Mailmerge 

summary / options screen, select the green ‘Merge Letter’ button. 

9. Amending your letter: Simply change the template that you have saved on your PC in step 

4 above and then replace this over the old one in Options 2.20. 
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UNSUPPORTED MS WORD FEATURES:   

Please be aware that not all MS Word functionality is supported by the systems letter software. 

Known Unsupported MS Word Features: 

1. Auto Date Functions or similar. If you wish to add the current date to your letter then 

please use the appropriate tag. 

2. Shadow on text. Don't use this feature. 

3. Table boxes will not be split over two pages. In MS Word they are automatically split. 

Format your tables to fit on a page by page basis.  

4. Merge tags will not be replaced in text boxes. Use tables instead. 

5. Images must be in JPG format (GIF not supported). If you intend to merge more than 

about 100 letters however, then do not include images. The files will take too long to 

process. You can use a tag to an image, such as the [[StaffSignatureImage]]. Upload 

the staff signature by going to the staff's contact address page and clicking on the 

Signature icon at the very bottom of the page, near the company code. 

6. Embedded features, e.g. Excel spreadsheets 

7. Headers and footers (simply add to the content instead.) 

  

OPTIONS:   

1. When letters are merged you can opt to leave tags if they have not been found or 

remove them. (System wide setting – Options 2.4) 

2. If you want to use the send out a single property by mail merge, with images and other 

information, remember to tick the 'Contains brochure templates' check box in the folder 

options for the folder where the word document is stored.  This is then a cross between 

a brochure and a letter.  This option uses the same tags as a single letter. 

 

TECHNICAL:   

1. Maximum document size:  IIS has a maximum default size set in the 

AspMaxRequestEntityAllowed variable within the 

D:\WINDOWS\system32\inetsrv\metabase.xml file as 204,800KB.  (Need to stop IIS 

and WWW service to change this.) If your documents exceed this (to find out you need 

to run a character count on the id="data" output in black/letters/letter.asp) then they will 

not save or reload.  The only solution is to increase the size of this file.  If a document 

has a lot of hidden formatting or images then it might not save.  A word document of 
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only 150KB might still be too big if complex, because it will be saved as RTF format, 

which is often bigger. 


