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Sending a Document Production Microsoft Word
Document in an Email Body

SOFTWARE

Microsoft Word has a feature called Send to Mail Recipient. With this feature, you can easily

insert any Word document, including documents generated in The Conveyancer’, in an email

body and send it through Outlook.

You must have Microsoft Outlook 2013 or Microsoft Outlook 2016 installed on your computer.

Follow the directions below to display the Send to Mail Recipient feature in Word and then

send documents generated in Document Production in the body of an email.

Display the “Send to Mail Recipient” Feature in Word

Open a document in Word.

Right-click the ribbon and select Customize Quick Access Toolbar from the list.

Remove from Quick Access Toolbar

Customize Quick Access Toolbar...

J Show Quick Access Toolbar Below the Ribbon
=3

-

Paste F Customize the Ribbon...

Clipboard s Minimize the Ribbon
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In the left side of the Word Options box, select Quick Access Toolbar if not automatically
selected. From the Choose commands from dropdown menu, select Commands Not in the
Ribbon. Scroll down to select Send to Mail Recipient from the list and then click the Add >>
button. Finally click OK to close the box.

Word Options

G I g .
cnee E-E Customize the Quick Access Toolbar.
Display
e Choose commands from: () Customize Quick Access Toolbar: ()
Ui | All Commands | For all documents (default)
Save \
Language Select Hype.rlink . | EH save
Select Multiple Objects € Undo
Advanced Select Names... (5 Redo
Customize Ribbon et N

Select Number

Select Objects

Select Recipients

Select Row

Select Table

Select Table

Select Text with Similar Formatting
Semitransparent Shadow
Send

Send Backward

Send Backward

Send Backward

Send Behind Text

Y. Send Email Messages...
Send for Review...

Send Now

Add-ins

BEgl> HES

Trust Center

&7

B2 Send to Back
*Z Send to Exchange Folder

Send to Mail Recipient

= Send to Microsoft PowerPoint
Sent | eft

(] Show Quick Access Toolbar below the gilomeations %
Ribbon Import/Export ¥ |

The Send to Mail Recipient button is now displayed on the Quick Access Toolbar on the top

of all Word documents.

Home Insert

When you click on the button, the To, Cc and Introduction fields appear, the Subject field
contains the name of the document, and the contents of the document appear in the body of

an email.

Suite 700, 123 Front Street West, Toronto ON MS5J 2M2
T 416.322.6111 Toll Free 1.866.367.7648 E inquiries@doprocess.com www.doprocess.com

- /




= DO PROCESS

SOFTWARE

Sending a Document Generated in The Conveyancer’s Document Production

Generate the required document in Document Production. When the document opens in

Word, click the Send to Mail Recipient button in the Quick Access toolbar.

Insert

After clicking the Send to Mail Recipient button, you will see the mail composing window

under the ribbon.
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Enter the recipient’s email address in the To field on the email and add other recipients to the
To and/or Cc fields.

Change the text in the Subject field if you wish to display something other than the document

name.

In the Introduction field, enter any details you would like to add about the document.

Click Send a Copy to send the document.

Insert Design Layout References

slay M Cut

- E® Copy
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I Font M Paragraph
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Clipboard

=1 5end a Copy

Introduction:

Your Word document generated in Document Production will be sent to the specified

recipient(s). You can go to your Outlook sent folder to check that the document was sent

successfully.
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