North Carolina Local Government Debt Setoff Clearinghouse
Instructions for a Mail Merge Using Microsoft Word 2003 and
DebtSetoff version 2005.02 or later

DebtSetoff System
1. Select the Tools Menu

|l FehtSetoff Program

File Reports Impo Dates WEEEEN Interest  Formak  Help

- | - [ wport Mail Merge Daka
W|? Export Setaff Daka
Add/Edit Debtors Sen 55N Change Expork [

Passwords

iZhange Account Infarmation
Syskem Setktings
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Select the option Export Mail Merge Data
Select one of the Order of Records
4. Select one of the Include Records
a. Only Non Zero Balances (recommended)
b. All Debts (even $0.00 debts will generate a letter)
5. Select one of the Selection Options

a. Include All Debtors (may contain debtors previously notified)

b. Debtors who have not received notification (selects those that
haven’t been in a previous mail merge selection, recommended when
want to enter some debts, send letters to these debtors, enter more
debts, send letters to these debtors, and so on...)

c. Debtors Added between these Dates (selective debtors in date range
which could include debtors already in a previous mail merge file)

d. Debtors Merged between these Dates (selective debtors in date range
that have already in a previous mail merge file — possibly had an error
in the letter, the data, etc)

6. Select one of the Record Options

a. One Record Per Debt (recommended - creates a separate letter per
debt)

b. Sum the Records (creates only one letter per debtor, Note: if have
Account Numbers for all or multiple debts only the first one will
appear)

7. Select the Word Processing Options
a. Delimiters (characters used to separate each field of data)
i. Comma (recommended )
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ii. Quotes (recommended )
b. Show Heading (recommended - will transfer the field names with the
data in order to assist with merge codes
c. Remove Special Characters (recommended — removes commas and
quotes that are in the data fields that are also delimiters which can
cause problems)
8. Select the desired Fields
a. Check all desired data fields desired to appear in the merge file (does
not cause problems if you do not use all data fields)
9. Choose Create
a. Make note of the Folder name (this is needed in Microsoft Word, the
default name is C:\Program Files\DebtSetoff as seen below)

[ L_gi

L.
\!:) Merge.txt is now in the CProgram Files\DebkSetoff Folder

CIE

10. Click OK
11. Click Exit to terminate the DebtSetoff software

Note: if you do not exit the DebtSetoff system you may receive an error in MS
Word or it may possibly use the most previous Merge.txt file that was created



Microsoft Word

1. Create your merge letter
a. Go to the website: http://www.ncsetoff.org
i. Select the Information page

ii. Select the Forms page from the Additional Information page on
the far right (or go directly to http://www.ncsetoff.org/forms.htm)

iii. See the Sample Forms section: Summary of Notification &
Appeals Process with Sample Notification Letter and Tracking
Forms (or go directly to
http://www.ncsetoff.org/Notification_Appeals.pdf)

iv. The Sample Notification Letter is on page 3

1. Use this text or create your own version

2. Consult with your attorney regarding this version or any
modifications in multiple debts or combining those less
than $50

3. Note: the Clearinghouse software does not have all data
items used in the sample letter (such as Explanation of
Debt)

4. You can merge the data from our software into your letters
and then manually edit to handle any explanations, multiple
debts or combination of debts explanations

Disclaimer: consult with your attorney, the Clearinghouse

is not liable for any data or information that is generated in

the mail merge process)
2. The merge letter should be Open (a sample below)

|Buagust 30, 2005

[FE: Motice of Debt Cwed to the Townd/Citw'C ount v Water & Sewer AuthoritwToint Regional Agency
Intention to setoff debt

Crear

o records mdicate that vou owe the following past due amount to the Town/Citw'C ounty Water & Sewer
lauthority of fyowr Local Government rame)

Focial Security Fumber:

[Crebt Armount:

[Total Interest:

l& ccount Mumber:

[Date Compliant for Setoff Debt:

las authorized by Morth Carolina General Statutes, Chapter 1054, The Setoff Debt Collection Act (the
“ActT), the Town/Cityw/CountyWater & Sewer AuthoritwiJoint Regional Agency of feoser Local
(Goverrmernt pame) intends to submit the above (debiidebis) to the Morth Carolina Department of Revenue
for collection by applying the {debidebis) against any income tax refund in excess of $50 that vou may he
entitled to receive.

Additionally, wou are futher adwised that in accordance waith the Act, a local collection assistance fee of
5135 wrill be added to each obligation or account described abowe if it 15 submitted for set off

[T ou have the right to contest this action by filing a written request for a hearing with the
Town/Cityw/County AW ater & Sewer AuthorityJoint BEegional A gency of (your Local Govermment pame ).
[fCour request must be filed at the following address no later than 30 daws from the postmarked date of this
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Select Tools
Select Letters and Mailings
Select Mail Merge

L Besmwch
| L *
| Word Cound.,
| soaech
| Shared Werlspacs. ..

b Track Charges  CtrieShilt+E
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| Letter wigand

Choose Letters for Document Type

Mail Merge * X
B S| A

Select document type

What tvpe of document are wou
working on?

'@' Letters
) E-mail messages
) Envelopes

) Labels

() Directary

Letters

Send letkers to a group of people,
You can personalize the letter thak
each persan receives.

Click Mext ko conkinue,



7. Step 1 of 6 — Click Next: Starting document

a.
Step 1 of B

% Mext: Starting document
b. Choose Use the current document for Select starting document

Mail Merge * X

Select starting document

Howe do wou want o set up vour
letters?
(%) Use the current documnent

() skart from a kemplate
(" Start From existing docurment

Use the current document

Start From the docurnent shown
here and use the Mail Merge wizard
ko add recipient information,

8. Step 2 of 6 — Click Next: Select recipients

a.
Step 2 of &6

& Mext: Select recipients

¥ Previous: Select document type

b. Choose Use an existing list for Select recipients
* X

: Mail Merge

Select recipients
(%) Use an existing list
() Select From Qutlook contacks

) Tvpe a new list

Use an existing list

Ise names and addresses from a
file or a database,

& Browse...
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c. Click Browse...

Use an existing list

s names and addresses from a
file or a database,

[# Browse...
d L A=
- Select recipient lisk F||e|

d. A Select Data Source dialog box appears

Select Data Source

Look in: | My Data Sources v| @ -Ch | @ X [ E - Tools-

+Connect bo Mews Daka Jource,odo
@+New S0L Server Conneckion, adc

B

My Recenkt
Dracuments

. = memmt | l Mew Source op
! S £
My Metwark, ] | | [ ] [ ]
Places Files of bype: |.|5.II [rata Sources (*.odc; *.mdb; *.mde w | Cancel

e. Click the down arrow to the right of Look in My Data Sources
Loak in: | My Daka Sources b |
Note: The following instructions assume you created the Merge.txt file in the

C:\Program Files\DebtSetoff folder. If you created it on a different drive and or
folder then select the specific drive and folder. Use the folder from Step 9 of the

DebtSetoff instructions
f. Clickon My Computer

98

My Compuker



g. Double click Local Disk (C:)

Select Data Source

Look in:

| :i My Carmpuker

Vl@'[ﬁhax = v Tools -

g;

My Recent
Documents

L

Deskiop

0

[y Documenkts

<

My Compuker

—

Iy Mebwork
Places

,33 14 Floppy ()

L DWD Drive (D:)
L DWD-RAW Dvivee (E2)

File name: |

vl [ Mew source... | [ Open J

Files of type! | all Data Sources (*.ode; *.mdb; *.mde,

h. Double click the Program Files folder

Select Data Source

Cancel

Iy Documents

MMy Computer

-

My Metwork
Places

I8 Prograr Files
[C)RoboHELP Templakes
Dsus

[Citasks

[ WINDOWS

Logkin | e Local Dk (C:) v| @@ X o B Took
A [)deht
| [C0ELL
My Recent | [(3Documents and Settings
Documents @DRWERS
== 1386
[-- ME0Cache
Dieskkop )My Documents
Ele Music

File name: |

v| [New SOUFCE. .. ] [ Jpen l

Files of type: |.ﬁ.II Data Sources (*.odc; *.mdb; *.mde, V|

Cancel




Double click the DebtSetoff folder

Select Data Source

]

Loak in: ‘ IC%) Program Files v @-3Q X oy &= oTooks-
iy [Chadobe [CIntel [ Microsoft visus
L‘;b [Cha1m [ Inkernet Explarer [ Microsoft visus
My Recent |T)Best Buy Rhapsody [ Inkuit ) Micrasoft Wark
LOELirEns [y Classic PhoneTools |25 Jase Software Inc [ Microsoft, MET
= [y Comman Files [Clava |CIModem Helper
[ [ ComPlus applications [CLandirsea Systems [CModem On Hol
Deskkop @Creative hLearn&cnm EMOHEit
[ CyvberLink: [CILogitech I Mavie Maker
& (81! Dbt Setoff [ Messenger i
| __,_/ (el [CMicrosoft ActiveSync [CIMSN Gaming Z:
My Dacuments | |5 Dell Inc [Cymicrosoft Fronkpage [C)MUSICMATCH
[CDell Support [CMicrosoft Office My waySa
& [Chdireck: [C3Microsoft Plus! Digital Media Edition (25 MetMeeting
. [C)Hewlett-Packard [C3Microsoft Plus! Photo Stary 2 LE [ MetZerolnstall:
My Computer Installshield Installation Information |5 Microsoft SOL Server [CMorton Interne
1 |© >
b File name: | W | [ Mew Source. ., l [ CIpen l
My Metwark,

Files of kype: |.ﬁ.II Data Sources (*.odc; *.mdb; *.mde; V|

The file Merge.txt appears

Select Data Source

Look in:

() Debtsetoff

b

@'Eﬁ|'ﬁ>‘< [ = Tools -

My Recent
Docurnents

f-[-:

)

Eskko

=

"

My Documents

-

My Camputer

@

My Metwark,
Places

£ merge.bxt:
(2] 5etoff mdb

File name:; |

b | Mew Source..,.

Files of kype: |.ﬁ.II Data Sources (*.odc; *.mdb; *.mde; V|

Cpen

Cancel




k. Double click Merge.txt and the actual data appears

Mail Merge Recipients

Ta sark the lisk, click the appropriate colurn heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:

*| Mame | Address o« City w5, w Z. w| 5., | fAccount_Mumber
= | Jobn g 12401 Field.,. [Raleigh [mMC |2 M
Jare Per... 900M. Lee... Raleigh  RC 27614 3992.., 20560
James Al 30Z Meado..,  Western  MC 27591 4413, 20333
Jobnny P... 2401 Main St Charlo...  MC 29710 5972,.,. 20883
Janet Pa,.. 900 Lexingt... Cary MiZ 27814 6992, 205&0
< >

Refresh ]

e

[ Select Al ] [ Clear all ] [
| |

| End. || Ede.

9. Step 3 of 6 — Click Next: Write your letter

a. Click the area of the letter where the name and address need to be inserted
(after the Date and before the RE:) and click More items...

Mail Merge
@ 8| s

Write your letter

If vou have not already done =0,
wirike wour letber now.,

To add recipient information to

waour letter, click a location in the
document, and then click one of
the items below,

=] Address block, <

3 Maore ikems. ..

When wou have Finished writing
wour letter, click Mext, Then vou
can preview and personalize each
recipient's letter,



b. The actual data field names appear:
Insert Merge Field [g|

Insert:
() pddress Fields (%) Database Fields
Figlds;

Marne

Address

ity

Skate

Zip
Account_Murmber
Debt_Amount
Compliance_Date
Total_Interest

O

[Matu:h Fields. .. ] [ Insert l [ Zancel

]

c. Click the Name field
Insert Merge Field

Insert:
() Address Fields {*) Database Fields
Fields:

&

SSM

Parne

address

ity

State

Zip
Account_Mumber
Debk_Amounk
Compliance_Date
Total_Interest

[match Figlds. .. ] [ Insert ] [ Cancel

|

d. Click Insert and the merge code appears in the letter location

Limgnst 30, 2005
s Mares|

Intention to setoff deht

RE: Hotice of Debt Chared to the TowrCitnCortyWater & Sewer AuthoritylToint Regional &gency




e. Click Close

f. Press ENTER to advance to the line below <<Name>> and click More
items... then click Address and click Insert to put the merge code in the
appropriate location

g. Click Close

h. Press ENTER to advance to the line below <<Address>> and click More
items... then click City and click Insert to put the merge code in the
appropriate location

i. Click Close

J. Press the spacebar once or twice to put space after the <<City >> and click
More items... then click State and click Insert to put the merge code in
the appropriate location

k. Click Close

I. Press the spacebar once or twice to put space after the <<State >> and
click More items... then click Zip and click Insert to put the merge code

in the appropriate location

m. After these steps the letter looks like the following:

Lugmst 30, 2005

Marnes
i ddresss
aCitye «Statenr «Zi]

BE: Matize of Debt Chared to the Town/CitrComty Water £ Sewrer AuthorityiToint Regional bgency
Intention to setoff debt

n. Click the area of the letter after Social Security Number and click More
items...



0. Click the SSN field

Insert:
) pddress Fields {®) Database Fields

Fields:

=y — ]
Marne

Address

ity

Skate

Zip
Account_Murmber
Debt_Amount
Compliance_Date
Tokal_Interest

[Matu:h Fields...] [ Insert l [ Zancel ]

p. Click Insert and the merge code appears in the letter location

g. Click Close

r. Click the area of the letter after the Debt Amount field and enter a “$”
then click More items...

s. Click the Debt_Amount field

t. Click Close

u. If not using Interest, delete the entire line in the letter referencing Interest.

However, if using Interest, click the area of the letter after the word
Interest and enter a “$” then click More items...

v. Click the Total_Interest field
w. Click Close

X. Click the area of the letter after Account Number field and click More
items...

y. Click the Account_Number field

z. Click Close



aa. Click the area of the letter after Date Compliant for Setoff Debt field and
click More items...

bb. Click the Compliance_Date field
cc. Click Close

dd. The area of the merge letter with the above merge codes appears as:

Social Security Muraber: «55H»

Diebt Amourt: $eDebt Lraourts

Total Interest: $eTotal Interests

Lroeount Nanber: ¢bccount Murabers

Diate Corpliant for Setoff Deht: «Cornpliance Dates

10. Step 4 of 6 — Click Next: Preview your letters
a. The data from the merge file now appears in the letter:

Angnst 30, 2005

John ). Public
12401 Field Drrve
Raleigh W 27610

RE: Motice of Debt Chaed to the TownCityCourdyWater & Sewer SuthorityiToirt Regional &gency
Intention to setoff debt

Chr records indicate that you owe the following past due arnount to the TowniCitriCounty™Water & Sewrer
Authority of (poar Local Government names)

Social Security Mareber: 207216029

Dbt Arpount: 37395

Total Interest: 3.95

Aecount Mureber: 20853

Drate Corogpliant for Setoff Debt: 000252003

&z authorzed by Morth Caroling General Statutes, Chagpter 1054 The Setoff Debt Collection Act (the
“het™), the TownCityCountyWater & Sewer SAuthontyJoint Fegional Agency of frewr Local
Govermnent name) intends to subradt the above (debédelis) to the North Caroling Departraent of Feverne
for collection by applying the (debéidebis) against any income tax refund in excess of $50 that wou may be
entitled to recemve.

Ldditiorally, you are farther advized that in accordance with the &et, a local collection assistance fee of
$15 willbe added to each cbligation or account described abhove if it is subradtted for set off,

Wi have the right to contest this action by filing a written recpuest for a hearing with the
TownCityCountyWater & Sewer SuthorityiJoint Fegional & gency of (porr Local Government name).




11. Step 5 of 6 — Click Next: Complete the merge
a. You will now have the option to individually edit each letter, to do so

click Edit individual letters...

Mail Merge
®|®| A

Complete the merg

Mail Merge is ready bp produce
wour etkers,

To personalize yvourletkers, click
"Edit: Individual Letyers." This will
apen a new docu

ko all the letkers,
ariginal docurent,

Merge

L Print..

& 7 Edit individual letters...

b. A selection box appears:

Merge to New Document E|
Merge recards

©al;

) Current record

'D From: To:

[ ok ][ Cancel ]

c. To go through each letter, select All and click OK
d. Scroll through and make any edits if necessary
e. If you did not want to edit any letters then click Print...

E rail Merge
@ | & | &

Complete the merge

Mail Merge is ready to produce
wour letkers.

ariginal do
Merge

i Prink...

4 3 Edit individual letters. ..



f.

J-

A selection box appears:

X

Merge to Printer

Print recards

.......

) Current record
'D From: To:

[ ok ][ Cancel ]

To print them all, select All and click OK

To print just the one appearing on the screen, select Current record and
click OK

Or to print a range, enter the starting Page Number in Erom: and the
Ending Page in the To: and click OK

The process is now complete

12. Step 6 of 6

a.

At this time it is good to save the entire merged letters and individuals in
the event there is a need to review or even print one or more

Click | B

C|iCk| Save As...

Enter an appropriate file name, such as one of the following:
e Notice Letters Oct 4, 2005
 Notification Letters for 2005 — 1% group
e Notification Letters — 2002 Tax Bills

Click L__=ave |




