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Letters. Newsletters. Brochures. Flyers. Forms. When you choose to switch from mortgage 
originator to designer, Point® provides the layout and design tools you currently use in Microsoft 
Word® by embedding them seamlessly into Point. Suddenly it’s easy to build, merge, and print 
beautiful, media-rich documents certain to impress your clients – all from within Point! 
 
Creating a New Custom Form 
The first step in creating a new custom form is to set up a Custom Form Template. In the Navigation Panel on 
the left of the Point screen, click the Templates tab. Select the Custom Forms/Letters/Email checkbox and then 
click the New button. The New Custom Form window appears. Enter a name for the form you want to create, 
and click OK. 
 

 
 
 
  



 

 
 2Calyx Software   *   Customer Support 800.342.2599   *   www.calyxsoftware.com

2011CUSTOM FORMS 

 
Microsoft Word® opens, showing a blank document, along with the Point Custom Form window. 
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In Microsoft Word, you can create your form, and select Point fields from the Select Point Field dropdown list to 
insert Point merged fields into your document. Once you select a field, click the Insert button to put it into your 
document. 
 

 
 
If the field you need is not in the dropdown list, select Other Point Fields Not Listed Above and click Insert.  
The Insert Point Field window will appear.  Enter the Field ID and click Insert. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you are finished creating your document, click Save, then click Close. 
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Import your existing Word® documents to create Custom Forms Custom Form 
 

 
 
 
Import your Microsoft Word® documents into Point with ease. Whether you’re using Microsoft Office version 
2007, 2003, or 2000, Point will open them exactly as they were designed without modifications. Once your file 
is imported, you can begin adding Point fields into your existing document immediately! 
 
In Point’s left navigation panel, click the Templates tab. Select the Custom Forms/Letters/Email checkbox, and 
then click the Import button at the top of the workspace. If the Word document contains Mail Merge fields, the 
following message appears stating that those fields are no longer available after import. Click Yes. 
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The Select Word File(s) to Import box will appear. Highlight the Word file or files you want to import and click 
Open. 
 

 
 
The document you selected is added to Point. 
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Printing a Custom Form: 
 
It’s easy to print Point Custom Forms right alongside your standard Point forms. To get started, open a 
Prospect or Borrower file. From the Menu bar, select File > Print. In the Borrower Forms window, select the 
Custom Forms tab. Select a document in the left pane and change the Output Option drop down menu to Print 
Preview. When you have verified that the document is ready to print, change the Output Option to Print. Click 
Print. 
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Your document will print with Point data in the fields you merged into the document. 
 

 
 


