Microsoft Word Instructions for inserting Field Codes 

Procedure

1. Open Microsoft Word, and start a new document or open an existing document.

2. Type the non-changing information, in letter format, inserting the merge fields where desired.  To insert merge fields perform the following steps:

a. Be sure the cursor is located where you want to insert the merge field.

b. From the Microsoft Word menu bar, choose Insert, then Field.
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The Field dialog displays as shown in the figure below.

c. From the Categories list box click the <All> option.  

From the Field Names list box, select the Docvariable option.

From the text box at the bottom of the dialog, next to the word “DOCVARIABLE”, click inside the text box and type the name of the merge field you want  ( a space should follow the word DOCVARIABLE ).  Refer to the merge field names supplied in the field listing section.  All names must be typed exactly as shown in the field listings.
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Field Listing

See list from http://www.winmedstat.com/Client%20Docs.htm
