
One of the most onerous tasks of office
workers and club secretaries is having to sit
in front of piles of envelopes, writing or
typing out addresses. To create an effective
mailing system for a home micro all you need
is a printer, a word processing package and a
database program.

Computerised mailing can go a lot further than the
simple printing of address labels. In fact, if all we
needed was a way of addressing envelopes, the
word processor would not be necessary. A
database package would be sufficient, since setting
up a name and address file is very simple on a
standard database. Although each name and
address record would initially have to be input field
by field, once the whole system was set up we would
be able to use the database package, time after
time, to generate as many labels as we needed.

Since database packages, if they are any good,
have some sophisticated reporting facilities, it
would be possible to select the labels to be printed
according to certain criteria: for instance, all
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We were delighted to receive your letter of June 1984
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addresses with London in the town field. This
would take care of selecting and addressing the
labels on the envelopes, but it would still leave the
user with the other half of a boring job to do. If, for
example, the purpose of all the addressing of
envelopes was to send a standard letter to a
particular set of customers, it would also be
necessary to type the addresses on each of the
letters.

Furthermore, each customer would have his
own address and name on the letter, but the text of
the letter itself would remain anonymous and
impersonal. There is little point, for example, in
leaving gaps in the text to be filled in later with each
customer's name, since names differ in length. You
would have to leave gaps large enough for the
longest name you wanted to include, and the
'personalised' letter that resulted would look
phoney. So personalising the letter would mean
retyping it as many times as there are names on the
mailing list.

The ideal solution to this problem is to arrange
the system so that the user can compose a standard
letter using all the facilities of a word processor, and
then have the computer automatically pull the
relevant details for each customer off a database file
to add personalised details to each individual letter.

There are a number of ways of doing this. One of
the simplest is that taken by two disk-based
packages produced by Acorn — Memoplan and
Fileplan, a word processor and a database
respectively. Both of these packages come as part
of a selection of software given away by Acorn to
purchasers of its Z80 second processor for the BBC
Model B micro.

The packages cannot produce personalised
letters independently and must be used together.
The name and address details have to be set up in
Fileplan and the standard letter (or form) is created
using Memoplan. Each field in the name and
address file is numbered, and at relevant points in
the standard letter the user simply types in the
number of the field whose contents need to be
transferred to the letter. The computer will then
work through the mailing list sequentially and the
contents of the field numbers for all the relevant
records on the file will appear in the standard letter.

The word processor automatically adjusts the
surrounding text so that the recipients receive a
letter that looks as if it has been personally written
to them. Memoplan also allows the person setting
up the standard letter to include a reminder to help
identify the contents of a particular field. For
example, 2 (S U R NAM E) indicates that the second
field contains the surnames of all recipients.

Specialised mailing packages aimed at business


