Importing Customer Reference Numbers (CRNs) into an invoice template
Prepare CRNs and invoice template

1. Generate your CRNs using the CRN Generator Tool
2. Copy the final CRNs into a Microsoft Excel spreadsheet
3. Save the Microsoft Excel spreadsheet
4. Open the invoice template in Microsoft Word
5. Copy the BPAY logo and paste in an appropriate place in the invoice
6. Save the Microsoft Word invoice template
Mail Merge using Merge Wizard
7. Open Microsoft Word. Go to “Mailings”, select “Start Mail Merge” 
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8. Select “Step by Step Mail Merge Wizard” and a Mail Merge bar will appear on the right hand side
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9. Select “Letters” and click “Next: Starting document” at the bottom
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10. Select “Start from existing document”, click “Open” and then find your invoice template that was saved in step 6
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11. Click “Next: Select  Recipients” at the bottom
12. Select “Use Existing List”, click “Browse…” button and then find your CRN excel spreadsheet from step 3
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13. Ensure Mail Merge Recipients are correct and click “OK” button
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14. Click “Write your letter” at the bottom
15. Place the cursor in the BPAY logo where the CRN needs to appear

16. Select “More items…”
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17. Ensure the correct field is highlighted and then click “Insert” in the pop-up box

[image: image8.png]



18. Click on “Next: Preview your letters”. The CRNs will populate the invoices
