PRIVplus Exercises

PURPOSE:  Through the steps outlined in these various exercises, it is our goal to teach you different functions of the program.  Some are simple basic functions that you may forgotten from training  and some are new functions that may have been added since you received your training.  If you wish, you may print out these handouts and create a notebook to refer back to in the future.

SUBJECT OF THIS EXERCISE:  Adding Future Dates to Your PRIVplus Letters

Do you ever send out letters asking the addressee to respond by a certain date? You can always edit the letter and change the date each time you need to send out a new letter but here is a way to insert a date into your PRIVplus letter that is one month from today’s date.  We have had clients to ask us if they can make an entry in a letter that will automatically default to a date that is xxx days in the future.  For example, instead of saying – please return within 30 days of the date of this letter, you can have MS Word insert the actual date. 
NOTE:  This is a MS Word function.

The code below in red uses Microsoft Word fields to display a date that is one month from today’s date. The second line in the code 1 determines how many months in the future you want the displayed date. Changing the 1 to a 2 will display a date that is two months from today. If you need a date that is one month before today just change the set delay value to -1  1.
The best way to add this code to your letter is to download a copy of this PRIVplus Tips and Tricks from the CBRAssociates website. You can then open the document using Microsoft Word and select the code below that is highlighted in red and copy it and then paste it into your letter where you want the future date to be displayed.
One month from today 

1QUOTE

21

21SET od
10

10SET om
2009

2009SET oy
0

0SET ld
11

11SET mm
2009

2009SET yy
21

21SET dd
"11-21-2009" \@ "MMMM d, yyyy"
November 21, 2009

Today’s date 


October 21, 2009
