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Physical Vouchers
How to use the template

This document guides you step by step through our template to
create individual printable vouchers from an excel sheet with
the Word Mail Merger function

They layout and branding of the Word file can be adjusted
according to your needs. Additional information can be added
as desired
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P . ® Unzip the file downloaded file

Examplel23456789
Example2
Example3
Exampled
Example5
Example6

» excel file, world file and instructions

Select the excel sheet “voucherID”

Example? B

Examples Add the voucher IDs you want to print to have an analog and physical
Exampled voucher for your business operation to sell to your customers

Examplel0
Examplell

Example12 B Save the document without changing the name

Examplel3
Exampleld EXCG| Sheet

Example1s ® Open the word file “voucher design”

Examplels

® Click “Yes” to load your voucher IDs from the excel sheet

B Select the voucherlD excel sheet

Microsoft Word >

Opening this document will run the following 0L command:
| SELECT * FROM Tabelle1s”

Data from your databasewill be placed in the document, Do you want to continue?
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B The voucher ID field is connected to the excel sheet
“VoucherID” via the Word function “mail merger”

Debinding and Sintering Voucher B The “Month of Creation” is automatically created (Month Year)

Use this voucher ID in our dedicated Debinding and Sintering Order Management
Portal to top up your account to access the service of our debinding and sintering

W The grey highlted areas are populated automitcally (see next
steps)

network

Each voucher will increase your account balance by 0.5 KG

The service should be used within 1 year after redemption.

wrorw forward-am.com +49 6771 67417-900

SF 3D Ponting Solutions GmbH, Speyerer SiRsas. 4. 69115 Heidelberg, Germany
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M Activate the preview to go over the

File

< @

Envelopes Labels

4

Create

finale vouchers

Home Insert Draw Design
IT% Fm A
Start Mail Select Edit

Merge ~ Recipients ~ Recipient List

Results Df Check for Errors

Preview Results

Start Mail Merge

@ 2

ABC <] <]

Preview airn

Results Df Check for Errors

Preview Results

)
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Layout References

Mailings

[ [ Y

Highlight Address Greeting Insert Merge

Merge Fields Block  Line

Write & Insert Fields

Voucher ID:
Month of Creation:

Voucher ID:

Month of Creation:

Review  View
= Rules ~ 2
pe- |2 992 o0y
.4 Match Fields S Gl Find Recipient Finish &
Eield ~ |__E Update Labels Resulis DCheckfﬂr Errors Merge ~
Preview Results Finish
Example123456780 >
April 23
Example?2
April 23

= ]
1 |Vouch ID
2 Examplel23456789
3 |Example2
4 Example3
5 |Exampled
ﬁ_
7
o r
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ABC = LN
:2) Find Recipient
Preview| o O hecipien Finish &
Results Dx Check for Errors Merge ~

Preview Results I} Edit Individual Documents...

@ Brint Documents...

57 Send Email Messages...

® Finalize your voucher list by using “Print Documents”

Merge to Printer ? *
Print ? X
Print records erinter
O o | = (IESCIICTIN | | eovcue | |
() Current record :;Zt::m erosott punt 7o POF DF;”Q:":""
3 . rint to file
O Erclm: Iﬂ: ‘(’Z\:Jhr::;nt: FORTPRONET [] manual duplex
Page range Copies
® Al :
CEHCEI ?!"Eﬂtpage Selection N““’fE“ k
@] 3
::'i:spage numbers and/or page cotiate
ranges separated by commas counting
from the start of the document or the
i i : piet preo, prespess
B Save the vouchers as PDF via the e.g. Microsoft PDF printer _
Print: All pages in range ~| Pages persheet: 1page ™
Scale to paper size: | Mo Scaling ~
B Now print the PDF or repeat the previous step with your 2D printer
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