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ABOUT THIS GUIDE 
 

Document History 

Date  Volume  Edition  Revision  Content 

September 2013 1 1 1 Initial release of this document 

 

Conventions Used in This Guide 

Bold Text - Indicates a button or menu or other text on the screen to click, or text to type. 

 

Before You Begin 

Before using any of the Edupoint family of software products, please make sure the computer 
hardware and software meet the minimum requirements. 

Caution: The Edupoint family of software does not support the use of pop-up blockers or third-
party toolbars in the browser used to access Synergy. Please disable any pop-up blockers and 
extra toolbars in the browser before logging in to any Edupoint product. 
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Chapter One: 
GETTING STARTED 

In this chapter, the following topics are covered: 

 Introduction to Mail Merge 2.0 

 Overview of the Technology 
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INTRODUCTION TO MAIL MERGE 2.0 

Important Note - Available Reports 

The reports available for this feature are the Synergy SIS reports that display in the SIS PAD 
Tree.In order to use the Mail Merge 2.0 features, the report must be available in XML format. The 
Synergy SIS reports described above are available but the Synergy SE reports must be provided 
by Edupoint to your system administrator. Synergy SE reports that display on the PAD Security 
screen under Synergy SE >Non PAD>NTL >Documents >Reports for which the core template 
has been developed by Edupoint. The SE IEP is available, also. 

         

 
       

 

Synergy Mail Merge 2.0 enables printing the report XML content, in a custom format. For 
example, the first picture below is an example of the HLT201 - Student Health Profile. The 
second picture is an example of a customized HLT201 - Student Health Profile that presents the 
same information in a different format. 

 

Figure 1-3 HLT201 

Figure 1-2 Synergy SE Reports 

Figure 1-1 Synergy SIS Reports 



Mail Merge 2.0 Guide   Chapter One 

Copyright© 2013 Edupoint Educational Systems, LLC 7 

 

Figure 1-4 Customized Example HLT201 

NOTE: Only data fields contained in the original report XML file can be used on the custom 
report. 

Mail merge versions of these reports, in customized formats, may be created. Each one 
containing some or all of the data found in the original. This includes queries saved as reports. 
For information about saving a report from a query, see Synergy SIS Query & Reporting Guide. 

The process of customizing a report consists of these main steps: 

Step One:  Construct a MS Word document using the desired XML fields 
to include in the replacement report. 

Step Two:  Upload the merge document to Mail Merge Definition. 

Step Three:   Replace the standard report with the merge document in 
Pad Security. 

For information about creating merge documents in Microsoft Word, 
search for "merge field" in the online help for Word.  

For information about XPath, see: w3schools.com.  

http://www.w3schools.com/xml/default.asp
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OVERVIEW OF THE TECHNOLOGY 
Synergy Mail Merge 2.0 uses  

 The mail merge functionality of Microsoft Word 

 XPath, the XML Path Language for identifying nodes in an XML document 

A common use of Word mail merge is printing a form letter. The Word document contains codes 
that identify the data that the merge function inserts. Example: 

{ MERGEFIELD CourtesyTitle } { MERGEFIELD LastName } 

This line in a merge document might be replaced, during the merge function, with data as follows: 

Dear Ms. Jones, 

Dear Mr. Smith, 

Dear Dr. Brown, 

With Synergy Mail Merge 2.0, the data source is Synergy’s SQL or Oracle databases, and the 
codes that identify the data to merge are XPath expressions.  

The following is an XML representation of parts of student records in the database. 

 

Figure 1-5 XML Output Displayed In Internet Explorer 

XML documents have a tree structure with parent and child elements. Clicking plus signs (+) and 
minus signs (-) expands and collapses the structure. The XML tree is where you can identify the 
names, and locations in of the fields to include in a custom report. 

In this example, the branch <REV_REPORT><REV_DATA_ROOT> contains multiple Student 
nodes, and each of these nodes has the attributes Grade-Code, Grade, Gender-Code, Gender, 
SisNumber, and FormattedName.  

The following XPath expression references the formatted name: 

REV_REPORT/REV_DATA_ROOT/Student@FormattedName 

In general, to extract data from the database, you need matching TableStart and TableEnd merge 
fields. (These are related to database tables and not table formatting in Word.) The following 
merge fields instruct Mail Merge 2.0 to loop through Student records and print the 
FormattedName from each: 

{ MERGEFIELD TableStart: REV_REPORT/REV_DATA_ROOT/Student } 
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{ MERGEFIELD @FormattedName } 

{ MERGEFIELD TableEnd: REV_REPORT/REV_DATA_ROOT/Student } 

The following chapter shows this in context. 

For information about creating merge documents in Microsoft Word, search for "merge field" in 
the online help for Word. For information about XPath, see:  w3schools.com XPath Tutorial. 

  

http://www.w3schools.com/xpath/
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Chapter Two: 
MAIL MERGE 

DOCUMENT 

EXAMPLES 

In this chapter, the following topics are covered: 

 Walkthrough of the Process 

 Students With No Assigned Lockers 

 Parent/Guardian and Health Information 

 Behavior Intervention Plan 

 

  



Chapter Two  Mail Merge 2.0 Guide 

12 Copyright© 2013 Edupoint Educational Systems, LLC 

WALKTHROUGH OF THE PROCESS 

Students With No Assigned Lockers 

LCK402 - Students With No Lockers is a very simple report, using Mail Merge 2.0, it can be made 
even simpler. LCK402 looks like this: 

  

Figure 2-1 LCK402 - Students With No Lockers 

The desired custom report contains a subset of the original information, Student Name and ID. It 
looks like this: 

 

Figure 2-2 Custom LCK402 - Students With No Lockers Example 

Step One:  Construct a MS Word document using the desired XML fields to include in 
the replacement report. 

1. Go to the LCK402 Report Interface Sort /Output tab.  

2. Click File Type drop-down and select XML for the report.  

3. Click Print. The report is displayed as the XML shown in Figure 1-5. 

 

Figure 2-3 Report Interface Sort /Output Tab 
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4. Build the custom report format in MS Word. 

 Create the custom report’s structure, or 
template with everything that will not come 
from the Synergy database. 

 

 Then, to merge data from the Synergy 
database, insert merge fields: on the Insert 
tab, click Quick Parts and then Field. 

 

 

Figure 2-5 MS Word Ribbon 

 

 Under Categories: select Mail 
Merge.  

 

 

 

 

 

 

 

 Then under Field names: click Mergefield. 

 

 

 

 

 

 In Field name, type the XPath expression for the desired data.  

Figure 2-6 MS Word Insert Field Selection 

Figure 2-4 MS Word Custom Report 

Figure 2-7 MS Word Field Selection 
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Figure 2-8 MS Word Field Selection 

 Each XPath expression relies on the XML shown in Figure 1-5. For our report, we 
need four (4) merge fields. 

 To loop through Student records, we need a (1) TableStart and a (2) TableEnd for 
REV_DATA_ROOT/Student. 

NOTE:  We could also reference this as REV_REPORT/REV_DATA_ROOT/Student, but because it is the 

top node in the XML, REV_REPORT is not necessary. 

 We want both (3) SisNumber and (4) FormattedName. That is two more merge fields, 
for a total of four. 

In example below, the four merge fields are identified in the completed Word document. 

 

Figure 2-9 Merge Fields Example Word Document 

  Step Two:  Upload the merge document to Mail Merge Definition. 

1. Navigate to Synergy SIS>System>Setup>Mail Merge District Definition or Mail Merge 
Definition screen. A Mail Merge Definition is at the school level and overrides a Mail 
Merge District Definition. For more about this, see: Multiple Mail Merge Documents.  

2. Click Add at the top of the screen. A new screen opens. 

3. Complete as follows: 
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Figure 2-10 Mail Merge District Definition Screen 

 Name – Descriptive, recognizable name for the substitute report. 

 Type – Select Labels for a list report. Select General if you want to output a page for 
each student. For details about using Labels and General, see Mail Merge Document 
Types. 

 Language – Language of the custom report you are uploading. You can upload 
different Word files for different languages. 

 Report Name – Original report for which you are uploading an alternative. 

 Mail Merge Version – Select 2.0. 

 Click Save. 

4. Click Add on the Mail Merge Documents bar. 

 

Figure 2-11 Mail Merge District Definition Screen 

5. Browse to and select the Word merge document, and click Upload. 

 

Figure 2-12 Attach Document Screen 

6. Select English as the Language, and click Save. The document is now available to 
substitute for LCK402. 

 

Figure 2-13 Mail Merge District Definition Screen 

  Step Three:    Replace the standard report with the merge document in Pad Security. 

Navigate to Synergy SIS>System>Security>PAD Security.  
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 1. Select the report that you are replacing. 

 

Figure 2-14 PAD Security Screen 

 2. Select your Word document from the District Mail Merge drop-down. 

 3. Make sure that Report Substitution is blank. 

 4. Click Save. When you run LCK402, the result will be a report based on your merge 
document. 
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Parent/Guardian and Health Information 

The Student Profile report, STU201, includes a student’s ethnicity, bus route, health conditions, 
emergency contacts, and other information. For this example, a simplified version was created for 
parents and guardians to confirm a subset of this information about their students. 

The first page of STU201 looks like the following. 

 

Figure 2-15 STU201 - Student Profile Report 
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The new report looks like the following. 

 

Figure 2-16 Confirmation of Parent/Guardian and Health Information Report 

Following the same steps as the Students With No Assigned Lockers: 

Step One:  Construct a MS Word document using the desired XML fields to include in 
the replacement report. 

1. Go to the STU201 Report Interface Sort /Output tab.  

2. Click File Type drop-down and select XML for the report. 
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3. Click Print. The report is displayed in XML. 

4. Build the custom report format in MS Word.  

 

Figure 2-17 MS Word Custom Report 

 In the XML, find the fields to use in the custom report. 

REV_REPORT is the top-level node. One of its child nodes is 
REV_DATA_ROOT, and one of that node’s child nodes is Student. In XML, 
each node is enclosed in angle brackets, like <REV_REPORT>, 
<REV_DATA_ROOT>, and <Student>. In the figure below, note the location of 
the bracket that ends the Student node. 

 

Figure 2-18 STU201 - Student Profile Report XML Format 

The first block of information needed for our report is the student’s name and mailing 
address. This data is in the Student node. 
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Figure 2-19 STU201 - Student Profile Report XML Format 

The next block of information needed for our report is the name of each parent/guardian 
and whether this person has custody and is allowed contact. StudentParent is a child 
node of Student and contains this data. There can be more than one StudentParent 
node per Student node. 

 

Figure 2-20 STU201 - Student Profile Report XML Format 

The final block of information needed for our report is a list of the student’s health 
conditions. HealthConditions is a child node of Student and contains this data. There 
can be more than one HealthConditions node per Student node. 

In the skeletal Word document,  

 Place the cursor where the student’s name and mailing address should go. 

 Then, to merge data from the Synergy database, insert merge fields: on the Insert 
tab, click Quick Parts and then Field. 

 Under Categories: select Mail Merge.  

 Then under Field names: click Mergefield. 

 In Field name, type the XPath expression: 

TableStart:REV_DATA_ROOT/Student 

This is an instruction to retrieve data from REV_DATA_ROOT/Student and to loop through other 
merge fields until the TableEnd:REV_DATA_ROOT/Student instruction is encountered. 

 Make sure Preserve formatting during updates is checked. 
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Figure 2-21 MS Word Field Selection 

 Click OK. 

5. Repeat step 5 using each of the following as the text in Field name:. Make sure to move 
your cursor on the Word document when necessary to place the fields appropriately and 
to include appropriate punctuation. For example, include a comma between the student’s 
last and first names, and place the name and street address on separate lines.  

 In the address block: 

@LastName  

@FirstName 

@MailAddress 

@MailCity 

@MailState 

@MailZipCode 

So far, the Word document should look like this: 



Chapter Two  Mail Merge 2.0 Guide 

22 Copyright© 2013 Edupoint Educational Systems, LLC 

 

Figure 2-22 XML Field Selection for Example Report 

 In the Parent/Guardian Information box: 

TableStart:StudentParent 

This is an instruction to retrieve data from REV_DATA_ROOT/Student/StudentParent and to loop 
through other merge fields until the TableEnd:StudentParent instruction is encountered.  

NOTE:  The full path REV_DATA_ROOT/Student/StudentParent is not used here because this field is 

nested within the scope of TableStart:REV_DATA_ROOT/Student. 

@ParentName  

 If you like, apply bold formatting after inserting the merge field, so the parent/guardian 
prints bold. 

Now the document looks like this. 

 

Figure 2-23 XML Field Selection for Example Report 
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6. To print a selected check box, if the parent/guardian is/is not allowed contact with the 
student, create a merge field within a merge field.  

 Repeat steps 5 but leave the Field name: blank. 

 Make sure that the merge field looks like the following. 

{ MERGEFIELD \* MERGEFORMAT } 

 In the merge field, replace the text MERGEFIELD  \* MERGEFORMAT with the word 
IF.  

{ IF } 

 With your cursor after IF, insert another merge field, and in Field name: type 
@ContactAllowed. This creates the merge field within a merge field. 

{ IF { MERGEFIELD @ContactAllowed \* MERGEFORMAT } }  

 From the interior merge field, delete \* MERGEFORMAT. 

{ IF { MERGEFIELD @ContactAllowed } } 

 After the interior merge field, type ="true". This tests whether the ContactAllowed 
attribute of the parent/guardian is true. 

{ IF { MERGEFIELD @ContactAllowed}="true" } 

 After ="true", add instructions for what to print if ContactAllowed is true and if it is not 
true. 

{ IF { MERGEFIELD @ContactAllowed}="true" " Contact Allowed " "• 

Contact Allowed" }  

There are many ways to insert check boxes and other symbols. Here, we insert them by changing 
the font to Wingdings, turning on Num Lock, holding down the Alt key, and on the numeric 
keypad, pressing 0254 for and 0168 for .  

 To print a selected check box, if the parent/guardian has custody, repeat step 7 or 
copy and paste the results from step 7 then change the text  @ContactAllowed for 
@HasCustody where it displays. 

 End the loop through a student record for instances of StudentParent by inserting 
another merge field. 

TableEnd:StudentParent 

Now the document displays all of the Parent/Guardian merge fields. 
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Figure 2-24 XML Field Selection for Example Report 

7. In the Health Conditions box: 

TableStart:HealthConditions 

This is an instruction to retrieve data from REV_DATA_ROOT/Student/HealthConditions and to 
loop through other merge fields until the TableEnd:HealthConditions instruction is encountered.  

@Comment 

@StartDate 

TableEnd:HealthConditions 

8. Underneath the Health Conditions box, enter the instructions to end the loop through 
student records. 

TableEnd:REV_DATA_ROOT/Student 

9. Save the Word document. 

The finished document should look like the following. 
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Figure 2-25 XML Field Selection for Example Report 

Step Two: Upload the merge document to Mail Merge Definition. 

Navigate to Synergy SIS>System>Setup>Mail Merge District Definition or Mail Merge 
Definition screen.  

1. Click Add at the top of the screen. A new screen opens. 

2. Complete as follows: 

 

Figure 2-26 Mail Merge District Definition Screen 

 Enter a Name for the substitute report. 

 For Type, select General. 

 For Language, select English. 

 Use  to select the Report Name – the report for which you are uploading an 
alternative. 
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 Select 2.0 for the Mail Merge Version. 

 Click Save. 

3. Click Add on the Mail Merge Documents bar. 

 

Figure 2-27 Mail Merge District Definition Screen 

4. Browse to and select the Word merge document, and click Upload. 

 

Figure 2-28 Attach Document Screen 

5. Select English as the Language, and click Save. The document is now available to 
substitute for STU201. 

 

Figure 2-29 Mail Merge District Definition Screen 
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 Step Three:  Replace the standard report with the merge document in Pad Security. 

1. Navigate to Synergy SIS>System>Security>PAD Security.  

2. Select the report that you are replacing. 

 

Figure 2-30 PAD Security Screen 

3. Select your Word document from the District Mail Merge drop-down. 

4. Make sure that Report Substitution is blank. 

5. Click Save. When you run STU201, the result will be a report based on your merge 
document. 
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Behavior Intervention Plan (Synergy SE) 

In order to use the Mail Merge 2.0 features, the report must be available in XML format. The 
Synergy SIS reports described above are available but the Synergy SE reports must be provided 
by Edupoint to your system administrator.  

For the SE reports, Edupoint provides the MS Word template containing the xml in the fields.  
Text in the template may be customized. Fields may be entirely removed. Sections may be 
rearranged, taking care to include the appropriate TableStart and TableEnd. 

It's important to remember that no matter how the report is customized, this is reflected in the 
printed report, only. The actual SE screen does not change. Validation rules are still enforced.  

Step One:  Modify the MS Word template using the desired XML fields to include in the 
replacement report. 

The Behavior Intervention Plan looks like the following. 

 

 

Figure 2-31 Behavior Intervention Plan Page 1 
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Figure 2-32 Behavior Intervention Plan Page 2 
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The MS Word Behavior Intervention Plan template containing the xml in the fields displays below. 

 

Figure 2-33 MS Word/XML Behavior Intervention Plan Template Page 1 
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Figure 2-34 MS Word/XML Behavior Intervention Plan Template Page 2 

Step Two:  Upload the merge document to Mail Merge Definition. 

6. Navigate to Synergy SE>System>Setup>Mail Merge District Definition or Mail Merge 
Definition screen.  

7. Click Add at the top of the screen. A new screen opens. 

8. Complete as follows: 
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Figure 2-35 Mail Merge District Definition Screen 

 Enter a Name for the substitute report. 

 For Type, select General. 

 For Language, select English. 

 Use  to select the Report Name – the report for which you are uploading an 
alternative. 

 Select 2.0 for the Mail Merge Version. 

 Click Save. 

9. Click Add on the Mail Merge Documents bar. 

 

Figure 2-36 Mail Merge District Definition Screen 

10. Browse to and select the Word merge document, and click Upload. 

 

Figure 2-37 Attach Document Screen 

11. Select English as the Language, and click Save. The document is now available to 
substitute for GENAZ99. 

 

Figure 2-38 Mail Merge District Definition Screen 
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Chapter Three: 
XPath Expressions 

 

 

In this chapter, the following topics are covered: 

 Numeric Comparison 

 String Comparison 

 Absolute And Relative Paths 

 Nodes and Attributes 
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NODES AND ATTRIBUTES 
Most of these examples print data that is an attribute of some XML node. However, sometimes 
you might want to print a node rather than an attribute. For example, in the following XML, the 
name of the organization is an entire node, not an attribute of another node. 

 

Figure 3-1 Organization Node 

If it were an attribute of something else, it would display in the XML as something like 
<PARENTNODE Organization=”Adams Elementary”> and you would refer to it in a merge 
document as @Organization.  

In fact, it is an entire node, and the following merge field prints its value. 

MERGEFIELD /REV_REPORT/REV_HEADER/ORGANIZATION \* MERGEFORMAT 
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NUMERIC COMPARISON 
The IDS402 - Student Demerit List  includes a count of each student’s demerits.  

 

Figure 3-2 Student Demerits in XML 

Mail Merge 2.0 can vary the output based on the value of a numeric field. The following merge 
field, embedded in a loop through student records, tests whether each student has more than two 
demerits: 

{ MERGEFIELD "TableStart:IF @TotalDemerits > "2" " } 

The fields between that merge field and the corresponding TableEnd print only for students 
whose demerit totals exceed two. 

Boolean and other operators are also available. 

{ MERGEFIELD "TableStart:IF @TotalDemerits > "2" and @TotalDemerits < "5" " 

} 

For details, see http://www.w3schools.com/xpath or another XPath reference.  

file:///C:/Users/mseyffer/Desktop/mymanuals/Mail%20Merge/draft/w3schools.com
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STRING COMPARISON 
In XPath, you use predicates, in square brackets, to select nodes that contain a specific value. 
That value can be a string. The Report Card, GRD201, includes a name for each mark, such as 
Sem 1 Final or Sem 2 Final. 

 

Figure 3-3 Mark Names in XML 

The following merge field, embedded in a loop through student report card data, tests whether 
each mark’s name is Sem 1 Final and prints the value of Mark only if it is. 

{ MERGEFIELD ReportCardMarkFB[@MarkName='Sem 1 Final']/@Mark } 
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ABSOLUTE AND RELATIVE PATHS 
A slash at the beginning of a path, defines an absolute path to a node, relative to the root. So /x, 

points to the node x, that is a child of the root, and /x/y points to the node y, that is a child of x. 

Two slashes at the beginning of a path define a node anywhere in the XML document. So //x, 

points to node x, anywhere in the XML document. 

A dot means “self”; that is, it refers to the current (context) node. So ./x, refers to the node x, 
that is a child of the current node. 

Two dots refer to the parent node of the current (context) node. So ../x, refers to the node x, 
that is a sibling of the current node. 

For details, see w3schools.com.or another XPath reference. 

  

http://www.w3schools.com/xml/default.asp
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Chapter Four: 
TIPS AND TRICKS 

In this chapter, the following topics are covered: 

 Synergy Mail Merge 2.0 

 Microsoft Word Mail Merge 
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SYNERGY MAIL MERGE 2.0 

Mail Merge Document Types and Mail Merge Version 

The Labels document type has the same header and footer throughout (if it has a header and 
footer at all). It is typically a list report, like the Custom LCK402 report in Chapter One.  

The General document type enables the header or footer to change for each student, course, 
staff member, or whatever is the subject of the report. The Merge XPath field controls Pagination.  

 

Figure 4-1 Mail Merge District Definition Screen 

Mail Merge Version 

For the purposes of creating a custom mail merge report using a Synergy report, always select  

Mail Merge Version 2.0. Mail Merge version 1.0 is for the straightforward mail merge functionality 
that does not employ XML customizations. 

 

Figure 4-2  Mail Merge Definition Screen 

Multiple Mail Merge Documents 

Merge documents that you upload on the Mail Merge Definition screen take precedence over 
those that you upload on the Mail Merge District Definition screen. 

 

Figure 4-3 PAD Tree Mail Merge Definition Modules 

Typically, Mail Merge District Definition is used at the district level, and Mail Merge Definition at 
the school level, but this need not be the case. District policy determines which organizations 
have access to which screens, and which mail merge documents can be overridden. 

Merge 2.0 Advanced Settings (Merge XPath) 

You control pagination with the Merge XPath field on the Mail Merge District Definition or Mail 
Merge Definition screen. In Merge XPath, you put an XPath expression to define the node 
where Synergy begins a new page in the report. 
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Figure 4-4 Mail Merge District Definition Screen 

For example, a Merge XPath of REV_DATA_ROOT/Student starts a new page for each student, 
whereas a Merge XPath of REV_DATA_ROOT/Student/StudentParent starts a new page for 
each parent of each student. 

TableStart and TableEnd 

A TableStart command and its closing TableEnd cannot span entities like Word table rows and 
section breaks. That is, a TableStart in a row of a Word table, or section of a Word document, 
must have a TableEnd in that same row or section. 

If, while processing a mail merge, Synergy displays an error message to the effect that it has 
found an end of a mail merge region that does not match the start of the mail merge region, a 
TableEnd command is missing or misplaced. 

 

Figure 4-5 Job Status Screen 

Image Scaling 

If the Synergy report that your merge document is based on contains an image, you can include 
that image in your custom report as well. By default, the image displays full size, but you can 
resize it.  

The following merge field inserts an organization’s logo scaled to 50 pixels wide and 80 pixels 
high: 

{ MERGEFIELD Image:/REV_REPORT/REV_HEADER/ORGANIZATION_LOGO??x=50,y=80 } 

The following merge field inserts an organization’s logo scaled to 50% of its width and height: 

{ MERGEFIELD Image:/REV_REPORT/REV_HEADER/ORGANIZATION_LOGO??x=50%,y=50% } 
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MICROSOFT WORD MAIL MERGE 

How Merge Fields Display 

You might find it useful for Word to display fields, including merge fields, with a gray shaded 
background. 

{ MERGEFIELD @MailAddress } 

{ MERGEFIELD @MailAddress } 

In addition, you might prefer to have fields display with or without the MERGEFORMAT command 
and its switches. 

{ MERGEFIELD @MailAddress \* MERGEFORMAT } 

«@MailAddress» 

To change Word’s default behavior: 

1. Click File, then Options. 

 

Figure 4-6 MS Word Options 

2. Click Advanced, and scroll to the Show document content section. 
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Figure 4-7 MS Advanced Word Options 

3. Check Show field codes instead of their values to display fields with their commands 
and switches, or clear it to display fields without them. 

4. Click Field shading drop-down and select Never, Always, or When selected depending 
on your preference. 

You can also select or clear Show field codes instead of their values by pressing Alt+F9. 
Pressing Shift+F9 switches between showing and hiding the MERGEFORMAT command and its 
switches for selected fields only. 

You can change the text in a merge field to make it more reader-friendly and print-friendly without 
changing the underlying functionality. For example, consider a field that looks like the following 
when you show field codes: 

{ MERGEFIELD TableStart:REV_DATA_ROOT/ReportCardStudentFB } 

By default, if you toggle field codes, the field looks like the following: 

«TableStart:REV_DATA_ROOT/ReportCardStudent» 

You can type over the text between « and » to make it easier to read. For example: 

«StudentStart» 

Toggle field codes again to see that the field and its functionality do not change. 

{ MERGEFIELD TableStart:REV_DATA_ROOT/ReportCardStudentFB } 

The \* MERGEFORMAT Switch 

The \* MERGEFORMAT switch, inserted by default in many Word fields, preserves formatting 
when the fields are updated. 
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Figure 4-8 MS Word Insert Field Selection 

If you format the document so a date field is bold and italic, the \* MERGEFORMAT switch 
ensures that when the date changes, the display of the date stays bold and italic. 

{ DATE \* MERGEFORMAT } 

The way merge fields are used in Mail Merge 2.0, Synergy adds data to fields once, when you 
run a custom report, and the field values are never updated. Thus, for our purposes, the following 
two fields are functionally identical. 

{ MERGEFIELD @MailAddress \* MERGEFORMAT } 

{ MERGEFIELD @MailAddress } 

Quickly Insert a Field 

You can press Ctrl+F9 to insert a blank field. 

{ } 

If you are comfortable working with Word macros, you can create one that inserts a merge field, 
which is just a field that contains the word MERGEFIELD.  

{ MERGEFIELD } 
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