How to add a merge document to Document Manager.

Once the new Merge document has been saved in WordPerfect or Word, the document will then be added to the Document Manager in ProForm.  Each Merge document must be added to the Document Manager for the Merge process to be completed.  WordPerfect/Merge cannot be open when you are merging a document.  Always be sure that WordPerfect/Word is completely closed on your desktop prior to merging any documents in ProForm.  If you receive this error notification then you will need to close WordPerfect/Word and try your merge again.
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How to Add a Document to the WordPerfect/Word Document Manager
1) Open ProForm (if it is not already open);

2) Select Tools from the Menu Bar in ProForm;

3) Select Word Documents Manager or WordPerfect Documents Manager (depending on which program your office uses.);

4) Select/ highlight the User Documents Tree (All merge documents that you create will be added to the User Documents Tree and all documents that SoftPro already has in Proform will be in the SoftPro Documents Tree.);

5) Click “Insert Document” on the right side of the manager window.  The Open window will appear;

6) From the “File of type:” field select Corel WordPerfect Documents if using WordPerfect and select Microsoft Word Documents if using Word.

7) Browse for and choose which document to insert into the Document Manager;

8) Select Open.  The Edit Properties window will appear.  Enter a title for the document in the “Document Name” field which will be how the name will appear in the Document Tree.  The Document Type should always be “Unrestricted”;

9) Choose the drop down-arrow next to the “Document Type” field and select a type from the choices provided;

10) Click OK.
