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The Client List report lists all of your clients names and addresses according to the filter options that you
choose. This list can then be used for purposes outside of Osprey by exporting to Excel.
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Select Reports, Miscellaneous Reports and then Client List
Filter Options

Reports Miscellaneous Reports Client List

(“)Run

DFE-E- Earner:

[Work Type:

Private or LA: All hd

Type: All Matters hd

Date Filters: From: - To:
Summary?

Fee Earner —Tick this box to select only certain fee earners, or leave unticked for all fee earners
Work Type —Tick this box to select only certain work types, or leave unticked for all work types
Private or LA —Leave on All for all clients or select Private or Legal Aid.

Type —Choose from All Matters, Live Matters or Archived Matters.

Date Filters —Enter the date range for the matters you wish to see

Summary - if ticked doesn’t include the fee earner or work type and only matter 1.
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Reports Miscellaneous Reports Client List

@Run

DFee Earner:

DWork Type:

Private or LA: | All h |

Type: | All Matters V|

Date Filters: From: To: I:I
Summary?

Click Run and in the preview Export to save the data in Excel format

Open a blank word document.
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The right hand side of the screen shows the mail merge wizard, as shown above, and will assist you

through the process.



Mail Merge ~ %

Select document type

What type of document are
you working on?

(®) Letters

() E-mail messages
) Envelopes

I Labels

() Directory

Letters

Send letters to a group of
people, You can personalize
the letter that each person
receives.

Click Mext to continue,

Step1ofb
= Mext: Starting document

Click Next: Starting Document, Next: Select Recipients and Browse to select and open the saved Client
List Report

The Client list is then displayed with all items ticked. It is now possible to remove the ticks from any that
need to be excluded from the mail merge. It is possible to scroll the list across to the right to see more
columns.



Mail Merge Recipients ? >

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source |7 Client w | Client_House w | Client_Area w | Client_Town - | Clig

C\Users\neilb\Do... 73 Telford street Barkston

ChUsers\nelb\Do... Fnext®

v
C:\Users\neilb\De... [¥ 0000001
C:\Users\neilb\Do... [¥ 0000002
C:\Users\neilb\Do... [¥ 0000003
C\Users\neilb\De... [¥ 1
C:\Users\neilb\Do... [¥ 100001
ChUsers\neilbh\Do... |7 100002 C C C c
PR — — R
[Drata Source Refine recipient list
ChUsersineilb\DownloadshC z"’"l Sort..

%9 Find duplicates...

E} Find recipient...
[ Validate addresses...

Edit... Refresh

Select the OK button to proceed.

This will return you to the word screen. At the bottom right select




Mail Merge ~ %

Select recipients

(® Use an existing list
() Select from Outlook contacts
) Type a new list

Use an existing list

Currently, your recipients are
selected from:

[WWUsersineilb\Downloads\Client_
7] select a different list...

C# Edit recipient list...

Step 3 of 6
= Mext: Write your letter

# Previous: Starting document

All the merge fields available for your letter are now available from the more items box on the right.

Start writing the letter to be merged inserting the merge fields in the appropriate places from the Mailings
Menu, Insert Merge Field
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Client_Marme_2
Client_Mame_3
Client_Marme_4
Client_Mame_3

AutoMergeField



Mail Merge ~ %

Write your letter

If you have not already done
5o, write your letter now.

To add recipient information
to your letter, click a location
inthe document, and then

click one of the items below.

D Address block...

B Greeting line...

|—_|'!" Electronic postage...
Bl More items...

When you have finished
wiriting your letter, click MNext.
Then you can preview and
personalize each recipient’s
letter,

Stepdof b
= MNext: Preview your letters

# Previous: Select recipients

Once the letter is completed select Next: Preview your letters, amend as necessary and then Next:
Complete the merge, and lastly print.



