[bookmark: _GoBack]Please read these notes for best results with this template (then delete this text box before merging!).
This template use MS Word’s Directory Merge function to create a 2 column catalog in landscape layout on 8.5x11 paper with narrow margins.  
Before merging, it is required that the Directory Merge Function be activated as follows: open the Mailings tab, then click on Start Mail Merge and then select Directory. 
Before merging, only the first record, or merge fields are visible – this is normal when directory merge is used.  To view merged items, go to Mailings->Finish & Merge and click Edit Individual Documents.  Directory merge can have header and footer information added prior to merging, but other design elements will need to be added to the merged document, not this template, as it directory merge handles such elements differently and will likely produce undesired results.
For more information on using merge to create catalogs and other documents (think reports?), please visit https://support.microsoft.com/en-us/kb/294693. For advanced usage, including sorting the merge by category, see https://support.microsoft.com/en-us/kb/294686 
Delete this text box before using the template.
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