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Mail Merge - 201
Generate a list that's all your own
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Agenda 

What is Mail Merge? 
Common uses for Mail Merge.
How does it work? 
Review how to create a mail merge query. 
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What is Mail Merge

Originally a way to create documents for;
• Sales and Cancel Confirmations
• Renewal Contracts  
• Collections efforts
• Marketing Upsell Letters

These features were built into Lawn Assistant and Service 
Assistant to make it easier and faster to do. 
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Common uses for Mail Merge 

Custom Renewal and Confirmation Letters or state service 
contracts
Marketing effort and upsell campaigns
• Collect details and export to Word or another tool for 

marketing  
Custom Report generation 
• Pull data when criteria is not available 
• Pull data from customers not included in  standard report 

exports
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How it works… Step 1 - Selecting Customers 

Choose your selection criteria from the fields from the 
Customer, their Program or their services.  
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How it works… Step 1 - Selecting Customers

Build your selection rules.

1. Pick the fields you 
want to evaluate. 

2. Set the criteria.
3. Build your 

selection query.  
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How it works…Step 2 - Review Results 

Preview the results and 
confirm your selections.  
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How it works…Step 3 - Output fields

The basic standard fields are always 
included. 
You then customize your output data 
based on your needs
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How it works…Step 3 -Optional Fields 



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

H
ow

 it
 w

or
ks

…
St

ep
 3

 
-O

pt
io

na
l F

ie
ld

s 



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

How it works…Step 4 - Price and Upsell Fields
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How it works…Step 5 - Review & Process 
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How it works… 
Step 5 - Review & Process 

Using the actions button on 
the left navigation bar 
provides powerful options.

• CSV
• Mass Service Assignment 
• Call Log 
• Master Documents 
• Add/Remove Flag codes 
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How it works… Step 5 - Review & Process 

When creating the export file you can 
create a record on the customer 
documents page to track who you 
contacted or when someone got a 
certain communication 
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How it works… Save to Presets

You can create multiple presets and 
select and run each when needed. 
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Session Feedback

• Login to the Event Mobile App
• Add this session to your schedule
• Click Survey
• Give it a rating 1-5 stars
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Questions?


