[image: ]This template provides an alternative method of displaying attendee information by using MS Word Directory Merge instead of BidStation’s built in reports.  By using directory merge, we are able to select specific fields to display, sort the list using the Edit Recipients List function under the Mailings tab and many more powerful report and listing functions available with Directory Merge.  Keep in mind that directory merge is different than envelope, label and letter merge in that certain design and layout elements may not work well here.  For example, if you add a header row, it will be repeated for each entry.  However, you may fully edit the final merged document, including adding headers, pictures, logos, ect.
Before this template is merged, be sure to click the Director Merge function in order to activate it. This is found after clicking the Mailings Tab, then Start Mail Merge, as illustrated in the screenshot to the left. Otherwise, you will get one page per record. 
Delete this text box and screenshot before merging.
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