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1 USERS GUIDE

Introduction

WordMailMerge for MS CRM 3 is a Microsoft CRM Add-On which gives you two
possibilities of how to use it.

1. Make mail merge in MS Word with many records.
2. Make a mail merge with one record directly out of the web client.

But first of all we want to show you how to create WordMailMerge templates.

2  WordMailMerge Templates

WordMailMerge Templates are predefined Word Templates which have some mail
merge fields in it. For each MS CRM Entity (e.g. account, contact,...) you can
define different Templates.

For example you have an “Account reconnect” Template you often send to
accounts. Then you create this template and save it as Account - Template and
from this moment every MS CRM User can generate a “Account reconnect” Letter
with this template from the MS CRM Web Client.

The installation of WordMailMerge includes this “"Account reconnect” template.
Test this behaviour and open an account in the Web Client and click on the “Print

in Word” Button.

How to create WordMailMerge Templates

Read the “Getting Started” - Document to get more information about the
creation of WordMailMerge Templates.

With the following steps you can create a WordMailMerge Template:

1. Start MS Word
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2.

Write the content or open a document with the content you need.

ZB Contact Reconnect - Gift Certificate. dot - Microsoft Word

i Datel Beatbeiten  Ansicht Einfiigen Format  Extras  Tabelle Fenster 7 Frage hier eingeben - X
= NP T PO [0 o W Ty A N R [~ e W | & 9§ 0% - @) | diesen [
P4 Standard+11pt,L|v.T\mesNeanman > 11 -| F & U | : i= = 5 -W-Av!
§ WardhsiMerge For 05 CRM ~ | [ Choose CRM Data 1) Create CRM Activiey | 4] Send ss POF | @) E
[L] Eoicanivtoi -|‘1§|‘2-\-3-|-4- R T R T T P TP POt e e
i December 19, 2005
E Dear,
™ [ would like to check n and make sure you are still enjoying our products, smece we have not
i heard from you in a while. Whenever an enthusiastic customer like you stops ordering from us, it
E: makes us re-evaluate our service: Did we goof on a shipment? Were the products you last ordered
5 not exactly what you wanted? Or is it simply because you haven’t needed anything?
i If the answer to those questions is that we did not live up to your expectations in some way, I am
gl dedicated to mnproving that situation and welcome any feedback you are wallmg to give.
7 Whatever the reason, we are pleased to enclose a mft cerificate for vou to use toward any
= purchase from our catalog
3 And I am, of course, at your disposal for any further information you need v
5 We look forward to having you back as a customer. +
E @
@ Sincerely, £
ErE=H < >
izeichnen= lg | Autorormens N\ N 1O A ol & 8] (G| - 5 - A-= = g 4 lj!
Seite 1 ab 1 11 Bel Zs 5 10 : Englisch (U5 103K

As next step we add the MS CRM fields to the content. To do this we have

to open “WordMailMerge for MS CRM"”->"Insert MailMerge Fields”

B8 Contact Reconnect - Gift Certificate. dot - Microsoft Word

Selte 1

i Datei Bearbeten Ansicht  Eirfiigen  Formab  Extras  Tabelle  Fenster 2 Frage hier eingeben - X
R PRI L W et <D EEy e Y N - e W i) |G 91 w0 - @ | Hissen
i A4 Standard+ L1 pt, Li = Times New Roman -1 - F & ou|E|= = \E]_“’??'A_'!
WordMailerge For M3 CRIM ~ | ,_"j“chogse CRHM Data U Create CRM Activity \ +! San}ﬂ_;s_ FOF | ()] E
=
[ e Choose CRM Data §|-2-|-3-|-4-|-5- R R R T R R IR U RN - AT = RN R T RO NP B |0 s SN e - =
WLy Create CRM Activity
+_J Send as POF her 19, 2005
Cpen Template ...
Save Template ... H like to check in and make sure you are still enjoying our products, since we have not
wordMailierge Settings From you in a while, Whenever an enthusiastic customer like you stops ordering from us, it
us re-evaluate our service: Did we goof on a shipment? Were the products you last ordered
Iserk Maillaioe Picls %mﬂy what you wanted? O iz it simply because you haven’t needed anything?
7 1f the answer to those questions 1s that we did not live up to your expectations m some way, [ am
j dedicated to improving that situation and welcome any feedback you are willing to give
7 Whatewver the reason, we are pleased to enclose a gift certificate for you to use toward any
o purchase fom our catalog,
& And [ am, of course, at your disposal for any further information vou need. hd
b We look forward to hawing you back as a customer. z
- @
= Sincerely, z
=e[E=w<¢ >
i Zeichnen = s | AutoFormen= N W ] O A o] 5t (8] | e d - A= E @ j!
fb 1 11 Bei 1AE AND ] Englisch (U5 S
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4. Then the following window appears:

Select type:

Fields:

| Contact

Document Properties J

ABN

Address 1:
Address 1:
Address 1:
Addreszz 10
Address 10
Address 1
Address 1
Address 1:
Address 1:
Address 1:
Addressz 10
Address 10
Address 1
Address 1
Address 1:
Address 1:
Address 1:
Addressz 10
Address 10
Address 1:

Irzert

@ a Glance
&/H Phone

Account Balance

Address Type
Country/Region
County

Fax

Freight Termns
o}

Latitude
Longitude
Mame

Phiane

Post Office Box
Postcode
Frimary Contact Name
Shipping Method
State

Street 1

Streat 2

Street 3

Suburk
Teleohone 2

4
Cloze

A \ See chapter 11

First select the type of template you want to generate.
For each type of entity there are different mail merge fields and so when
entity “"Contact” is selected this template will only work with “Contacts”.

In our example we select “"Contact”

With a double click on the different fields or by selecting fields and clicking on
insert you can add fields to your template
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5. After inserting some fields the template should look like this:

Eh Contact Reconnect - Gift Certificate. dot - Microsoft Word

I Datei Bearbeiten  Ansicht  Einfiigen  Format  Extras  Tabelle  Fenster 2 Frage hier singeben - X
IR W T LW [ <R A [ e I e s =) |.-qumo% ._.@|4¢Lagen!
i A4 Standard +11pt - Times New Roman 11 S| F & U |§ == 1=, = __,||§].er;.é.a

‘wordiailtlerge for M3 CRM ~ | Lﬁchoqse CRM Data [ ) Create CRM Activity | &l Send as POF | ) !

s |
[l 3-1-2"\.1.|.§-|‘1-|-2-|-3-|-4-|-5‘ SRR JU IR N - SO 1 A SR s RN - RO SRR L2, (-0 Ea o e
=

December 19, 2005

5 whirstnames«lastnames
™ waddrese]_linels

- caddressl_line2s

o waddress]_line3»

i «address?_citynuaddress]_stateorprovinces qaddressl_postalcodes
waddress]_countrys

Drear «salutations «lastnames,

Iwould like to check in and make sure you are still enjoying our products, since we have not

& heard from you in a while. Whenever an enthusiastic customer like you stops ordering from us, it

i makes us re-evaluate our service: Did we goof on a shipment? Were the products you last ordered

~ not exactly what you wanted? Or is it simply because you haven’t needed anything? |
b 3
o 1f the answer to those questions is that we did not live up to your expectations i some way, [ am o
- dedicated to tnproving that situation and welcome any feedback vou are willing to sive. E3
= @)= e | i
izechoen~ s [aworomen~ N\ 2\ OO S AS @l S Z-A-===ad)

Seite 1 ab 1 11 Bel 6,3cm Ze 10 Sp i i ER LB Englisch(us  [CE

6. As next step we have to save the template with "WordMailMerge for MS
CRM"->"Save Template”

: 44 Standard+11pt = Times Mew Roman

WordmMailMerge For M3 CRM - Lj hoose CR,
E 7% Choose CRM Data ez
(| Create CRM Ackivity '
& Sendas POF ther 19,
Dpen Template ...
| exila
Save Template ... b : =
R;J*SSI—_IH] W Open Template
WordMailMerge Settings s=1_line =
baz] lip | [P S3veTemplate
Insert MailMerge Figlds - ) [% i
gsd_ciy @ Insert MailMergh Fields

:-‘ gaddress] cou Templates (office 2007)
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7. Enter the Name of the template in the following window:

OpenTemplate

Open template
L M Doy to SEect o Wond-Template for your MalhSerga.
fcerie 5 XX
. General | My Templates |
7 ' 1
Description | |
i | | Save | Cancel 1

In this window you can enter the name of the template you generated and
also you can define in which group the template should be saved.

If you save the template in the "My Templates” group it will not be possible
for other users to see this template.

Other possibilities in this window:
- generate new groups

- delete groups

- delete templates
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Now open the MS CRM Web Client and select a contact

; LCoantacl: ].l] ey, Peter - Microsoll Internet £ xXplorer

T ool | et | st [ s | -
j m Salatlon | | Busness Phone [siooziz O
L Hstory First Name Peter | Home Phone
Ky SubrConkacts
& restionships ik Navos | tobde hone

_‘l._} Oppartunties Lt e Fae
L Qudtes Job Ttk Pager
(5 Orders =
B s Pareni, Customar L) TEatfums al em

o Service: Address

Chsas 7
g Contrnett Address hame S ardard Sddress | Z1P{Fostal Code

< Marketing: Sreek | e ook
W Marksbng Lits
= Campsps Strest 2 Pherie

Tirest 3 Address Type 5
City ] Shippirey Mathad -
RateProvrce Fraight Terms o

£l Fertig @) Vestratmovelrdigs Skes

8. Click on the “Print in Word” Button and you will see your generated
template

A Choose Word Tem plate -- Web Page Dialog,

| Select Template-
Wiou have ba dhooss a Eemplabe For the Maliergns

|: L= _|| T Cancel

ek £ 1 92, 168, 200, 4% 5555 WondMaiMargeServer fchoasatemplate, aapodol @) Vartrausrmlndion Shes

9. Select the created template and click "OK”. As a result you will get a letter
where your defined mail merge fields are filled with data from the MS CRM
Contact you selected.

10.To create a letter activity in MS CRM with the created template click on the
“Create CRM Activity” Button in MS Word. The content of the MS Word -
document will be automatically used as a description. For a detailed
description of this feature go to the next chapter.
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3 3 Create a mail merge with one record

Features

With the WordMailMerge you can directly start to merge one contact, account, ...
with a template from the web client.

In this example we will merge the data of a MS CRM quote with a template which
comes with the WordMailMerge Server Components.
This example works in the same way for leads, contacts, ...

It should show you how simple it is to take a quote with all data, also custom
fields, and generate a Word Document. At the end we write back the generated

document to MS CRM and also show you how to send this as PDF to your
customer.

Prerequisites

Client:
WordMailMerge Client Component for MS CRM 3

Server:
WordMailMerge Server Component for MS CRM 3

www.mscrm-addons.com Page 9
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3.3

Step-by-Step description

Step 1: Open a quote and click on the new button 'Print’

The Administrator can define how this button is named when he is installing the
Server Component of WordMailMerge Add-On. So the name of the button

could be different.

; Ouoli: I-:nmlﬁrlll[illil_ |'_|.1|H|'||||_:: Microsall Internet E xploper
Fla fctons Hep
el ifswveondioss i) h | Wl | [ Folowip | Recaousts LookUp addvess... (48 Privk i Word )

Quiote: Road  Touring dothing

Cuacks Dhecourk (%)
Qucke Dcourk (§) 41,97
Pre-Frodght Amount.

4 1]

Faesght amoark () 15212
Total Tax ()

Total Asnountt (5}

T | Gonerl| hgpn | adheses | adnstoton | s |
L Existing Produsts = .
__:f n B c Quote (D g Revision (D
R Other Cortacts Mae Fioad{Tounng dothingl
4 Activites
BIVRET 4 L
(b Hetory Potenitial Customer ||} Sold e Parts wi|  Price List i Wislesdke
Totals
Ditadl Ameurt (5

| Form Assistant

|| Poterkiad Customes
| Lok Up Records
{ -

IiLM*FN‘- Beetemrt v

| |[Fnd |

) A Bie Store

£ Active Cyclng

L) Advanced Bike Componenl
2 Alfordabla Spevts Equpind
£ AIRBUS

£ Al Cyce Shap

3 Amazing sports store

) Amwsing bies

£ Ancther Bicyde Company
| £ Astomsstung bies

1k
| =

|| This customer vl b sther the
2ok o cwctad Stpesdated

b
1 Fage | =

-

w

£] Fertig

% Lokales Intranet

Step 2: Select a template

A window appears which allows you to select the template you want to use.

Choose the “"Quote”-template and click "OK”

3 Choose Word Template - Web Page Dialog

Select Ternplate

wenplate for the MalMergs,
Geresad |y Templotes
¢ i

) Guots-Cofrma
2 Quate

o =

[rrtp: fjdes-erm:SEms W ardMalMar geServer jchotsatamplats, Aspa T ype=1 l_-g Local intraret
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If you receive the following ‘Security issue’, open the Installation Guide and go to

Chapter 1.2.1. There you will find a description of what you have to do, to solve
this issue.

A Choose Word Template - Web Page Dialog

WardMal1Me g Add. Om Eeyar

Sacuﬂty issue!
‘Flease make a screenshet and contact

supporti@imscrm-addons com to solve the problem!

Additional Lnlormstion:

Active X calls aro not allowedd A
T gobwe this you have to add the ormesife to your trusted sites o
ther Tinbesrmeet Optioas!

Wou will fird & detailed description of how o sohee this problem in
ther W oord Had Merge doournentatson!

ety oo g el T P S G -

| wiedemolen | | Zurack |

[hktpejfdenv-erm3: SEEE WerdihaiMarga Sarver [thocsat emplate. sspotoT ypes1 'I_Q Local intranst
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Step 3: Result

As result you get a quote which has already replaced the merge fields with the
data out of the MS CRM.

] Katalog1 - Microsoft Word
~ e

Teste_Quote

Cenerated

X
%

=]

Frage hier eingeben -

100% - @

Northwind Traders
567 Kennedy Boulevard

98291 Laredo
u.s.

=]

Streetl,
9985 City of vour companz,
Austria,
Tel: +88 BAGS 8304,
it

wan s ctn-addons com

‘Your Refarence:
Galf Erickson

Description

Unit Price (€

Road-450 Red, 48

- n A trug multi-sport bike that offers streamlined
BK-REER4B | Yiging and a revalutionary design
Aerodynamic design lets you ride with the
pros, and the gearing will conguer hily roads

165087 5.905,82

Sub Total 9.005,82

Quote Discount. 213,94 |

Packaging & Shipping: 775,52 |

Total Tax. 792,36 |
J

Total Amount for this invoice: 11.249,75 ]

| FPayment conditions: 2% 10, Met 30
L

Selte 1 ab 1 11 Bel 6,3cm Ze 1 Spl Mak AND | ERW DB Niederlandis |
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STEP 4 Selecting the WordMailMerge settings
Before creating a Crm Activity please choose in which form the document should
be saved! Here you can define between a Word.doc and a PDF file

£} WordMailMerge Settings |Z| |E| [z|

WordMailvlerge Settings
Change the default settings of WordMailMerge,

[aenera PDF Settings r About WardMailtMerge ]
[ Delete POF after attaching ta the Email?
. Click here to

[+ Attach document as PDF ko the activity — attach

Document as

PDF file
FOF Frinter: ﬂ
Default Directory for saving the POF-File:

] Cancel

Step 5: Write back the letter activity to MS CRM

You have two possibilities to write back this letter as activity into MS CRM.

It depends on what you want to do.

First solution is to click "Create CRM Activity” - Button. With this button you can
create a letter, email or fax activity with this document.

Second solution is to click “Send as PDF” - Button. This button gives you the
possibility to create a PDF out of this word document and send it as Email.

 wiordMaiMerge for M3 CRM = | 75 Choose CRM Data | Create CRM Activity | 4| Send as POF | @) !

www, mscrm-addaons.com

“J Open Template Y e
81 e g

- ) i Choose Create CEM  Send WaordMailMerge
W) Insert MailMerge Fields | cRp Data Activity  as PDF Settings

Templates Get M5 CRM Dats SEttings

2p

Fi Save Template

(office 2007)
We will show you now what happens in detail when you click on “Create CRM
Activity” or “Send as PDF".
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Step 6a: Click on “"Create CRM Activity”

After clicking on “Create CRM Activity” you will get the following window:

Mailmerge for MS CRM 3 Version 2.0.0.22 M=1E3

Do you want to create an activity ?
The Subject of the

activity you want to
Create.

Subject:
Quate]
Cptions Chgqse the type of
activity you want to
wrhich activity type should be create d ige— create.
l» Letter " Ermail " Fax

v close activity after creation W Outgoing [w attach docurnent

Cancel

X

Mark this if you want to
attach the word document
as note to the activity.

If you checked the “attach document” checkbox and your word document is not
saved, you will get the following message.

Information

%ou only can attach the document o an activity after wou sawved it!
Should WaordMailMerge save it for wou in the kemporary Folder?

If you click on “Yes” WordMailMerge will save the document into a temporary
folder and attaches this document to your activity.

Since version nr. 2.1.0.11 we implemented a version control.
If you want to create an activity with an attached document from which an activity

has been created before, you’ll see following dialog:

@ Create et E[E In this dialog it’s possible to

choose whether you want to

This Document is allready connected to

CRM activity: create a new activity, add the
__—"| document to an existing
[ Create new activity with note attached « activity or to replace the
existing attachment with the

v Add this document ta the existing activity new one

[ Replace documnent in the existing activity

Cancel
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Step 6b: Click on “Send as PDF”

This functionality needs the “Acrobat PDFWriter” , "PDF995” or “"PDFcreator”(since
WMM v2.1.0.13).
If none of this PDF Creators are installed you will get following message:

WordMailMerge PDF Requirements [5_<|

This Functionality requires

\L
Acrobat F‘DFJJ?iter( v, adobe, com 1 ar
POFIES] v, pdFE9S, com )

You will find detailed infarmation in the install instruction document of \WaordMailMerge ar
write a email with wour geustion to support@mscrm-addons. com.

You can define if you want to delete the pdf after attaching it to the e-mail.
Further it's possible to define a default location for the generated pdf - files.
Therefore you just have to click on *“WordMailMerge for MS CRM 3"->
“WordMailMerge settings” -> “Send as PDF".
£} WordMailMerge Settings |L||‘E|[z|

WordMailvlerge Settings

Change the default settings of WordMailMerge,

[aenera PDF Settings r About WardMailtMerge

[ Delete POF after attaching ta the Email?

[+ Attach document as PDF ko the activity

PDF Printer: j

Default Directory for saving the POF-File:

l |

k. Cancel
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First you will be asked for the filename of the PDF you want to generate.

E'i'lil_-n;ulu' for the PDF
Spexchenmn: |3 Deshicp R 8o
.;b | Exgare Diskassrs
e 5 rebeksplaz
o W bint et Ertang
Dieskiop
=
Eigers Datesin
.
Malm-::trqob [atemame m _ﬂ G pescheery I
Dateiypc [FOF ez " p) =i Ablvechon |

Step 6c¢c: Result

The result is that the following window appears and you can change the recipient,
subject, ... before sending the email with the attached PDF.

Be etiores ks
i iSeveandOome iy | Folmin | 53Send | ] Convert bo Oppietieity | &gPrit i Weed
E-mall: Unknown

€D 4t least one recisent does iok have an e-mal sddress o B marked as "o Mok Alow” e-mad,

(et | atachoarts |

o

From s o Py
e Ik B #!
Sbject

¥ @ w2y ETI S EFE A A A- [DiowtTewlds o Irowt B

: e -
Duration [we] ey [ Mot v
e = |

Category Sub-Category

Change to the “Attachments”-tab and you will see the attached PDF.

www.mscrm-addons.com
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B
Uk

andChose i} 4 | JFolwip  yaSend | CovertioOppotunty (G Printin woed

| € At leask cem recpient does rok have e e-nad address o is marked a5 T Nok Al -l |
Emad | Atbachments |

Q]

(] Foew E-bsd Attachemens | 4 | X
=TT

Watalogl.pof

1 o0 1 sedacted, |

Step 7: Result

After opening the history activities of the quote you will see the new letter activity
and that the content of the word document is inserted as description.

wo || &g Prinkin ard

= Details:
|§ Infarmation

L} Existing Products
|j ‘Wrike-In Products

[ Mew activity | 4[] | 0 X

¥ | Subject

| Activity Type | Activity Status | Regarding | Priority

Letker Completed 0 Juate Marmal

Items

Letter: Quote

Letter | piotes |

Sender £ al Erickson | [,_J| fddress [ |

Récipient & Road-450 Quote |iL| Direction T Incoring & Dutgoing

Subject [ouate |

o]

EE-REER-45

Road-450 Red, 48 =

& true rulti-sport bile that offers streamlined riding and a revolutionary design. Aerodynaric design lets you ride with the pros, and the gearing will conguer hilky

= .

Regarding ;-‘gq Road-450 Quote ‘ |-F_J|
Owner £ Gai Erickson | |¢|

Duration [;] Priarity Mot

e - [

Cakegary ‘ | Sub-Category | |

~

Status: Completed

www.mscrm-addons.com
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Further more you see that your word document is attached as a doc or as a PDF

Users’s Guide

file.

Here an example for a.doc

;Iqllrr: Quote - Microzoll Inferned Explorer
L
£ Oese | A Pk in Wied

" Letter; Quote
F;:“E ;m :
Hobes

:ﬂ 11/13/ 2005 %50 PM by Farst name Last name
ﬂcmma1mzlmmﬁmm,iﬁ Etesz))
Thes i sampie mobs Beodt

] done € Trsted skes

Here an example for a PDF file

i ortocs UG
i hseeandCie i} § ) Folowtn s | Comvertto Oppoetundy | (g Pt i werd

=)

L@mm“mmmhavemlwad&ﬁsuismaﬂdummwm.
E.mgim,dm;]
(] Piew E-bld ttachenee | 4 | X

Z

W | File e =
Katalogl.pot

1ol § selected. { 4= page1 = |
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4  Create a mail merge with many records

Features

The WordMailMerge Add-On has following advantages against the standard mail
merge functionality:

+ Choose which fields you want to use for the mail merge.

* You are able to use custom fields, custom entities.

* You could make a mail merge also with nearly every entity.

+ Make the selection of the records in Word. No need for Outlook SFO.

* You are able to search for records thru related entities.( For example you
can search for all contacts which have a parent account and this parent
account appears to a specific category)

+ The WordMailMerge gives you the ability to create a mail merge and
after that saves the documents to the CRM Object as an outgoing letter
activity with the content of the Word-Document as description.

» Send letters as PDF. The new “Send as PDF” button on the Word toolbar,
gives you the ability to generate a PDF from a Document you generated
with WordMailMerge and send it per Email to somebody.

Step-by-Step description
You will now see how simple you could make a mailmerge and how many
possibilities you would have when you use WordMailMerge.

Step 1: Open Word and choose a template

The templates are separated by entities, this means every template belongs to an
entity.

Click on ‘Open Template’ in ‘WordMailMerge for MS CRM’.

: 44 Standard » lmes Mew Ri

WordMaillerge For M3 CRM ~ | ._:'; Choos
=% Choose CRM Data

—il

Create CRM Ackivity
£| Send as POF

| Qpen Template ...

[~

s
Save Template ... U Open Template
WordMailMerge Settings i Save Te%late
Insert MailMerge Fields '45 Insert MailMerge Fields

I Templates (office 2007)
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"M OpenTemplate
Open template

LIse this Dialog to select a Word-Template for your MailMerg

" Generat | X

Description \ |
5 _blank
B’F\ccount Reconnect
B'Contemporary Letter
5 copy of _blank
Choose an entity

™

List of templates for
this entity

Open Template Cancel |

Mew docurnent with this template |

By clicking [Open Template] the Template itself will be opened (normally a .dot
File), so you can change it.

But we want to make a new document, so select the Template you want and then
press [New document with this template].
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It's also possible to open templates via http. Therefore we have to open the
settings and check the “Use http to open templates” — option.

£} WordMailMerge Settings |Z||E|[Z|
WordMailvlerge Settings

Change the default settings of wWordMailMerge,

General l- FDF Settings l- About ‘W ordid ailkd erge

Crefault Emtity: | Firmna j

Gobal Settings
[ Activate Debugging
[ Add a 'My Templates' Group

v _LLsemmpi=rrame

Qse http b0 open tempD

[+ Automaticaly merge to a new Document.

[+ DCefault direction for documents added to CRM iz 'OUTGOING'

Default Director for saving the local Templates:

Default closed letter status reason; 3

| k. | Cancel

Remember, it is not possible to save templates via http.
Here we would also recommend our Knowledge base, article :
http://support.mscrm-addons.com/default.aspx?kb=10033

Now a new Word Document with your selected Template will be opened.

Adventure Works Cycle 81208 Ciy

11. Novernber 2005 These are merge fields which

anames will be filled with the data from
zaddress1_linels
eaddress1_line2s 47 MS CRM

zaddress1_lineds
zaddress1_postalcodes saddress1_citys
eaddress1_countys

Dear Madam ar Sir.

Type your letter here,

Sincerely,
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Step 2: Choose CRM Data

To choose now the CRM records you have to click on the ‘Choose CRM Data’.

 wordMaiMerge for M5 CRM = | 7% Choose CRM Data | Create CRM Activity | 4| Send as POF | @) !

ot - ol Click on [Choose CRM Data]

| Choose | Create CEM  Send
CRM Data  Activity as FDF

Get M5 CAM Data | (office 2007)
Step 3: Search Window
Now the search window appears.

W search

MailMerge with Microsoft GRM Data.

Lse this Dialog to select R j warttao mailmerge,

al I Saved Views ] Search ~Columns for MailMerge -

[Aceaunt ~| €1 Your selected Entity

[ Account

[ Account Hame
[ Account Number
[ Account Rating

>

Condition Malue o e . -
: ress 1 ress Type
‘:j I -:l | ‘:‘! [ Address 1: City
I _Z.l I _.'.J I _:J O Address 1: Country/Region
I | ] Rall =] ‘M Address 1: County

- [Jaddress 1: Fax

[ address 1: Freight Terms
Account Mame Primar.y Contact hain Phone [ Address 1: 1D

[ Address 1: Latitude

[ address 1: Longitude

- [Oaddress 1: Name

- [JAddress 1: Post Office Box
[ address 1: Primary Contact N
[ Address 1: Shipping Method
[0 address 1: State/Pravince
M address 1: Street 1
Address 1: Street 2

[ Address 1: Street 3

- [ Address 1: Telephone 2

- Address 1: Telephone 3

- [ Address 1: UPS Zaone

- [ Address 1: UTC Offset

- [ address 1: ZTR/PAstal Cade

All Columns your Template
contains are checked
automatically.

Select Cancel l
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Step 4-A: Enter search criteria

Now enter the search criteria to find the
records for your mail merge.

Then click the [Search]
Button to start the search

| Seak‘.h

MailMerge with Microsoft CRM Data.

Use this Cialog te = II'CF [=Te

Saved Views Search —Colurmns for MailMerge -
:_]Acc:ount 'i: \ [ Account ~
T Account Name ]
I * i [ Account Number
Field Conditian’ Valis [ Account Rating =
"Accuunl Name VI IBegins “wiith Vl a V!I L] address 1: Al?ldress Tipe
Address 1: City
l _‘J 1 _'_l | _:j [ Address 1: Country/Region
% = Address 1: County
I “J ] "! I ..'.i - Oaddress 1: Fax
; [ Address 1: Freight Terms
Accourt Name Primary Contact hain Phone O address 1: 1D
A Bike Store Herbert Dorner 555-0136 O address 1: Latitude
Active Cyeling Adrian Dumitrascu 5550135 - [Odaddress 1: Longitude
Advanced Bike Components Darrius Stasevicius 555-0162 [ Address 1: Mame
Affordable Sports Equipmert Paul &learm 555-0174 [ Address 1: Post Office Box
AIRBUS FM LM Kortaktairbus [ Address 1: Primary Contact M
All Cycle Shop Mike Miller 555-0145 - [OAddress 1: Shipping Method
Amazing sports stare Jan Stoklasa 5550197 [ Address 1: State/Province
Armuzing bikes ¥ Wiong 555-0131 Address 1: Street 1
Anather Bicycle Company Wwonne Mokay 555-0127 Address 1: Street 2
Astonishing bikes Parul Shah 5550135 Address 10 Street 3
[ address 1: Telephone 2
[ address 1: Telephone 3
[ Address 1: UPS Zone
[ Address 1: UTC Offset
"~ RAaddress 10 Z1PPnstal Cade Y
Rowcount: 10 % .

Step 4-B: Using Saved Views

You also can use Saved Views which
you defined in Advanced Find in MS CRM.

more details in chapter 6

To create a new view in MSCRM
To edit the selected View in MSCRM

To refresh the list after you
changed the view in MSCRM

earch ~Caolumns for MailMerge

| Account 'i:

Edit

- [ sceount

|2

Refrezh 1

Account Name

Mame

Only H*

O &ceount Mumber

[ Account Rating =
[0 address 1: Address Type
Address 1: City

: Country/Region
Address 1: County

[0 address 1: Fax

Rowcount:10

Account Mame Primaty Cortact Main Phone O address 1: 1D

A Bike Store Herbert Dorner 355-0136 [ address 1: Latitude

Active Cycling Adrian Dumitrazcu 5550135 [0 address 1: Lonaitude
Advanced Bike Components Darrius Stasevicius 555-0162 ; [0 address 1: Name

Aftordable Sports Equipmerit Paul Alcorn 5550174 [0 address 1: Post Office Box
ARBUS FI LM Kortakt Airbus [ address 1: Primary Contact M:
All Cycle Shop Mike: Miller 5550145 [0 address 1: Shipping Method
Amazing sports store Jan Stoklasa 555-0197 : [0 address 1: State/Province
Amuzing bikes ¥ Wiong 5550131 Address 1! Street 1

Ancther Bicycle Company ryonng Mokay 555-0127 Address 1: Street 2
Astonishing bikes Parul Shah 5550135 Address 1: Street 3

[ Address 1: Freight Terms

[0 address 1: Telephone 2

[0 address 1: Telephone 3

- [Oaddress 1: UPS Zone

O address 1: UTC Offset

- KA address 1: 7TR/Pastal Code

-

www.mscrm-addons.com
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Step 5: select columns for the mail merge (OPTIONAL)

In this step you have to select the columns for your mail merge. This is optional
because you only have to make this:

+ If you create a really new Document

« if the you need some more/other columns or

« if the user does not need some columns for the template.

Step 6: select the records and click on the [Select] button.

Now we have found the records with the selection criteria you have entered and
selected the columns for your mail merge.
As next step select the records for the mail merge and click the [Select] button.

B Search

Mailerge with Microsoft CRM Data.

Wse this Dialog £ ct all © i L want to mailmerge,

Eral I Saved Yiews l Search —Columns for MailMerge
dint |Ac:c:0unt vi: [ Account Bl
2 - S [ Account Name
e I v Active Records. [ Account Mumber
Field Condlticn Yalue -Engcdount Ratlndgc|
. - [ address 1: Address Type
a :
iAccountName __V_j lBEgInSWIth _:J ’ Bl Address 1: city
I :_1 ! _Z.! ! [ Address 1: Country/Region
| = | =] - [A Address 1: County
[ address 1: Fax
[ Address 1: Freight Terms

Account Mame Primary Contact Main PHone

~[Oaddress 1: ID

[ address 1: Latitude
[ address 1: Longitude
~[Oaddress 1: Name

NGy

Advanced Bike Components Jartiu s 1162
Affordable Sports Equipment Paul Alcorn 555-0174

[ Address 1: Post Office Box
ARBUS FM LM Kortaktirbus [ Address 1: Primary Contact M:
&)l Cycle Shop ik Miller 555-0145 [ address 1: Shipping Method

[ address 1: State/Province
i Address 1: Street 1

Another Bicycle Company Yvonne Mokay 995-M27 - Address 1: Street 2
Astonizhing bikes Parul Shah 5355-0133 [ Address 1: Street 3

[ address 1: Telephone 2
[ address 1: Telephone 3

- [Jaddress 1: UPS Zone

[ Address 1: UTC Offset

A address 1: ZTP/Pastal l."flnriﬁ

[l

Rowcount:10

Select J Cancel l
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Step 7: change the template (OPTIONAL)

You are now back to the previous selected template. You can now change this
template if necessary.
In our example we want to add the web site to the template.

For that we go to the end of the line ‘<<addressl_County>>’ and press Enter.
Then click the button ‘Insert Merge Fields’.

% =yl . -
o 1=l a5 | H 41 P H %l i
<

Click the button 'Insert Merge Fields'.

As next you will see the window ‘Insert Merge Fields’. Select the ‘accountid’ and
click on the ‘Insert’ button and then on the ‘cancel’ button.

Insert:
() address Fields (#) Database Fields

Fields:

address1_city
address1_county
address1_linel
address1_lineZ
address1_line3
address1_postalcode
id

LastItem

[Matu:h Fields...] I Insert ] ’ Cancel ]

Step 8: Click on the [Create CRM Activity]

With this button you have the ability to write the letter activities back into the MS
CRM exactly in the accounts you have selected for this mail merge.
You can enter the subject of the activity and if the activity should be closed or not.

Mailmerge for MS CRM 3 Yersion 2.0.0.20 MI=E3] | Enter the subject of
the letter activity.

Do you want to add an activity for every row you
selected?

Subject:
Set the type of
|.-’-‘«ddess Letter - -
activity.
Dptions
which activity type should be created? /
[+ Letter " Ermail " Fax Click this button to

v close activity after creation W Qutgoing 7| create the activities.

Cancel | \ QK. |

- — Check it if this is a document YOU
Check if the activity should created. ("A new outgoing Document.”)
be closed after creation.
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Step 9: Result

When we now open one of the selected accounts and going to the activities and
select the history tab we see the new activity the WordMailMerge Add-On
created.

count: A Bike Store

file  pctions 15 Help
I e save and clos

Account: A Bike Store

= Details:

= by = | BdsendEmal | @ | 5700

(U5 Reports v | Wy asdf | i Test k) Outlook only &2 Print in Word

2 InFarmation

1; | Lask 30 days 4

the account fo

More Addresses

[ Mew Activity

[2f activities
P

L@ Histary

i3y Sub-fccounts
18] Contacts

I\Wx

Letker

Activity Type

Complated el

Due Date

ReCUEIZIEE ¢ | etier: Adress Letter
) 15v Default T |
W 15y Outlook onf e Adtions Help
A 13w o = | i Print in Word
1= Sales:
R Letter: Adress Letter
o Quotes -
ﬁ’ RE you entered in MS
Lj Invoices | worda
) 15 Sales Sender Ls Frank Hass M Address |
= Service: = =
i]] Cases Recipient 3 & Blke Store ﬁ | fE Direction € Incoming & Gutgaing
E] toniracds Subject |Adress Letter |I
.!) I5W Service
=l Marketing: Adventure Works Cycle ~
P Marketing Lists Street 1 . .
[# Compaigns plavaty In the description the
4 15 Marketing L1, Hoveinber 2005 i i
A Bile Store 5009 Orange Skrest 20175 Renton Dear Madan or Sir, WO rd Ma l I M S rg S Ad d -On n Sel"tS th € =
T letter here.
e content of the Word template
Status: Active i
Sincerly, »
Renardinn 20 Rila Skeva =

www.mscrm-addons.com
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5

Generate a Newsletter and send it per Email

Features

The advantage of using this way to send Emails to CRM-Contacts or Accounts is
that you can attach files to these Emails.

Step-by-Step description

Step 1: Generate a template
As first step you have to generate a word template for your Newsletter. (go to

chapter 2).

IMPORTANT: The template has to have the field "E-Mail" in its text. (You can

inserts fields with "Microsoft CRM"

-> "Insert MailMerge Fields.")

If you do not want the email to be in the text of the newsletter then you can add
it as an “Additional Field” (see: 11, Tappage 2, Additional Fields) but it has to be
some where in the template.

Step 1: Choose Data
To choose the CRM records for your newsletter you have to click on the ‘Choose

CRM Data’.

 wordMaiMerge for M5 CRM = | 7% Choose CRM Data | Create CRM Activity | 4| Send as POF | @) !

Ta

Choose | Create CEM
CRM Data' Activity

Send
as PDF

Get M5 CRM Data

Click on [Choose CRM Data]

(office 2007)

Step 2: Search the contacts or accounts

Enter search criteria to find the records.
(We need a list of email-addresses.)

R search

| MailMerge wit

Fiis Dialog to select all CR

vart to mailmerge,

Then click the [Search]
Button to start the search

~Calumns for MailMerge

Rowcount:132

. General | SavedViews ! Search
Find in: Account - \
Mame: J * v fctive Records
|DD not allow Mails __V_i JDDES Mot Equal _:j ] _:_1 I
| 3| | =l =
| Edl | if| =
Accourt Mame ¥ Pritmary Cortact Msin Phone %
A Bike Store Herbert Dorner 555-0136
Active Cyoling Adrian Dumitrsscu 555-0135 |
Advanced Bike Components Darrius Stasevicius 555-01162
Affordable Sports Equipment Paul &lcorn 555-0174
AIRBUS FM LM KortektAitbus
All Cyele Shop Mike Miller 555-0145
Amazing sports store Jan Stoklass 555-0197
Amuzing hikes ¥ Wong 255-0131
Another Bicycle Company. Ywonne Mcokay 855-M27
Astonishing bikes Parul Shah 555-01135
Basic Bike Company Allizon Brown 255-0116
Best o' Bikes Anna Bedecs a55-0135
Bicycle Accessories and Kits Laurence Yarlet 955-1171
Big-Time Bike Store Forrest Chand 255-M78

v

|~

[ decount
- [F] Aecount Mame

[ Aecount Number
[ Aecount Rating

[ Address 1:
- [¥] Address 1:
[ Address 1:
- [¥] Address 1:
[ Address 1:
[ Address 1:
[ Address 1:
[ Address 1:
[ Address 1:
[ Address 1:
[ Address 1:
[ Address 1:
[ Address 1:

O Address 1:
[l Address 1:
[l Address 1:
[l Address 1:
O Address 1:
O Address 1:
O Address 1:
O Address 1:
I Address 1

Address Type
City
Country/Region
County

Fax

Freight Terms
jiw}

Latitude
Longitude

Mame

Post Office Box
Prirnary Contack M:
Shipping Methad
State/Province
Street 1

Street 2

Street 3
Telephone 2
Telephone 3
UPS Zone

UTC Offset
ZTP#PAstal !."Tlnde n

www.mscrm-addons.com
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Step 3: Select the contacts or accounts

IMPORTANT: The newsletter will be send to the Email-address of the contact or
account. For this you have to select in the right list box the column for ‘E-Mail’.
You can not change the behavior so that the WordMailMerge uses another field.

[ search

MailMerge with Microsoft CRM Data.

his Dialog to s

__I Saved Views ]

to mailmerge,

Search

—Calumns for MaiIMerjge-

>

Bocount ]| BE
: | . 1 [ Account Mame
Name: 1 I ird Active Records

O &ccount Number
Field Condition Valug ¢ [ Acentint Rating
IDD not allow Mailz _:j IDoes Mot Equal _:_! I =[] address 1t AddressType
| = | |

I

[ Address 1: City
| = |

A

Ledladled

-[A Address 1: County

4

O address 1: Country/Region
Account Mame ¥

Big-Time Bike Store

Primary Contact Main Phone

Forrest Chand 299-0178

Tl

[ Address 1:
- [ Address 1:
- [Oaddress 1:
- [Oaddress 1:
- [Oaddress 1:
" [Jaddress 1:
- [Oaddress 1:
- [Oaddress 1:
[ Address 1:
- [Oaddress 1:
[ Address 1:

Address 1:
[ address 1:

[ Address 1:
- [Oaddress 1:
- [Jaddress 1:
- [Oaddress 1:

Fax

Freight Terms
1o

Latitude
Longitude

Mame

Post Office Box
Primary Contact N:
Shipping Method
State/Province
Street 1

Street 2

Street 3
Telephone 2
Telephone 3
UPS Zone

UTC Offset

e A address 1: FIRPAstal Cade
Rowcount:132 nel el ) B

Select l Cancel l

y A
1) Select the records. \ 2) Click the [Select] button

Step 4: Click CRM MailMerge

 wordMaiMerge for M5 CRM = | 7% Choose CRM Data | Create CRM Activity | 4| Send as POF | @) !

| % Mhs -
Choose |Creafe CENYEETTD
CRM Datal Activity asPDF

e o

Click [Create CRM Activity]

'(office 2007)
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Step 5: Click the checkbox "Send the E-Mails" and enter the email

address, user and password

To send now the emails and write the activities you have to check that as activity

type Email is checked.

IMPORTANT: If you do not select the checkbox Send the E-Mails the
WordMailMerge only generates the activities in CRM but will not send the Emails.
IMPORTANT: The Email-address, User and Password field gives you the ability to
send the newsletter with a different email-address. (For e.g. if you want to sent it
as office@mail.com.) This field will be checked with the entries in the Exchange
server. Should you want to send your email under a different name then this also
possible here. Before entering the email address, insert a name like in the
example : "OFFICE (MSCRM ADDONS)" <office@mscrm-addons.com>! You
can enter any name between the "....”If the user does not have the right to send

with this email-address you will get an error.

IMPORTANT: You can define any amount of attachments which will be sent with
the emails. These attachments will only be attached to the email and not to the

CRM-Email-Activity.

WondMailMerge ¥.: 2.8. 246%. 10785

Do you want to add an activity for every row you

selected?

Subject:

/ Th
ad

Djss

eck it if you want to

d the EMails.

En

—ioptions
which activity type should be created?

[ Letter fe Ermail [ Fax

fer a Email-Address.
s is the FROM
dress in the Email.

[ close activity after cre [+ Dutgoing Enter the Username
. and Password.

n S_End the E-Mail This user must have

Bl e e ot the rights so send

| eE‘laiIs for the email-

User: / address given above.

|

Attachrent:

| + ™

Cancel Q. \

Use the plus
or minus
buttons to
attach or
detach the
attachments
that you want
to send

Step 6: Click [OK] to send the emails and create the CRM-activities.

www.mscrm-addons.com
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6 Create a Mail with one record

Step 1: Make sure that the WordMailMerge settings are set before you create the
document!

£} WordMailMerge Settings

WordMaillerge Settings
Change the default settings of WordMailMerge,

General l- PDF Settings I About *wordh ailkderge I

Drefault Erntity: |,-'l‘-.dresse ﬂ
Gobal Settings
v &ctivate Debugging
[ &dd a "My Templates' Group

v Use shart names This box

must not be
[+ Wse htte to open templates. checked for
this

[ Automatically merge to a nes Docurment,
procedure

[v [Drefault direction for documents added to CRM iz 'OUTGOIMNG!

Default Directony for zaving the templates locally:

Default clozed letter status reasan; 3

| Qk | Cancel

After creating the document pressing print in word, and choosing the Template,
You will receive the next message box :

WordMaillerge X

Should WaordMailMerge autom, merge ko a new document,
If wou wank to create a letkerffax activity then click YES.
If vou wank bo create an Email ackivity then click MO,

Click No to create an Email.
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Step 2: Then choose the CRM Activity

WondMailMerge ¥.: 2.8. 246%. 10785

Do you want to add an activity for every row you
selected?

Subject:

Make sure that

/ the right box is
clicked!

—ioptions
which activity type should be cr ;

[ Letter [+ Emall [ Fax
[ close activity after creation [V | Qutgoing

[ Zend the E-Mails
EMail-Address:

ser: Password:

Attachrent:

k1
|

Cancel

Ok

Step 3: The next dialog is the following :"Choose Email Field”. This Field should
be shown on the list if you have already inserted the Email field in your document!

% Choose Email field

Choose the Email field:

createdon

freightamount

paymenttermscode

quatkeid

dizcountamount

quatenurmber

totalamount

totallineiternarmount

totaltas

contact_contactid
contact_fullhame
cugtamend_account_name
customend_account_address1_city
cugtomend_account_addrezs1_countmy

W
)

3

Should the Email field not appear in this box you can insert it as shown in part 9

document properties.:

www.mscrm-addons.com
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E-mail property

See: 12 Document Properties, Tabpage 2, Email

7  E-malil Delivery Report

After sending a newsletter you will see a list of failed and a list of successfully sent
emails. The reason why a send process failed is when the email field in CRM is
empty. For such a record no activity will be generated. To find such a record all
information of the record from the template regarding this record will be shown to
make it easier to find it.

™ DeliveryReportDialog k

E-mail Delivery Report
his Dialo ou information of the emnail

—Failed

:AF049FEE8-4B4F-DC11-8DEF-0003FF5ESE 28); TEST: Heinrich; ;

; 10BEDO7EY-DAET-DC11-99E3-0003FFEE SE 28} Test; Mo Email Address; |
AFCEDACAF-9862-DC11-99E 3-0003FFSE SE28): Test; MOEMAILT ;
:19E2E8BE81-9C62-DC11-93E 3-0003FFRESE 28; Test: NOEMAILZ; ;

Dretails:

— Successiul

martir. wilhelmer@ptrm-edy. at -
martir. wilhelmerE@ptm-edw, at
raartivmilbelrmen@arns. at
addrezs@Edonmair. s

L L]

—Surmmary
Total: 10
Successiul: G
F aild: 4
Cloze
Y
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8  WordMailMerge Settings Tabs

The following steps will describe the settings tabs :

{1 WordMailMerge Settings

WordMailverge Settings
Change the default settings of WardMaiMerge,

General l- FDF Settingz l- About \Wwordhd ailkd erge

Detault Ertity: |Firma =l

[aobal Settings
[ Activate Debugging
[ Add a 'My Templates' Group
v Usze short names
[ | Usze http ta open templates.
v Automatically merge to a new Docurmert,

[v Default direction for documents added to CRM i 'OUTGOING'

Default Directary far saving the local Templates:

Default closed letter status reasan; 3

| ] | Cancel

« The General Tab
This tab shows the general settings for WordMailMerge:
Activate Debugging is not always necessary, only when an error occurs.
Add a "My Templates” generates a newTab in the open templates menu
and all your personal templates can be saved here.

+ PDF Settings
On this tab you can choose the directory in which your PDF file will be
saved and also if it will be deleted after being attached to an email.

« About WordMailMerge

This is an information tab showing the version , business unit and the
number of active users.
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Using “Saved Views” to select records

Step 1: Click on [Choose CRM Data]

By clicking on [Choose CRM Data] in MS Word, the search window will be opened.

@ Suchen

Serienbrief Daten aus dem Microsft CRM auswidhlen.

n Dialog urn ©

kte Shlen,

Zuchen

—Spalten fir den Serienbrief

| Altive Datenstze:

Feld Bedinguna. et

[ | | =1l |
| =i =l |
I | | =l |
Firmenname Primarer Kortakt Telefan 1

Auswahlen ! Abbrechen

|~

- [ Adresse 1;

[ adresse 1:

- [ Adresse 1,
- [ Adresse 1;

[ adresse 1:

- [ Adresse 1.
- [ Adresse 1;

[ adresse 1:

- [ adresse 1;
- [ Adresse 1;

Adresse 1!

- [ adresse 1.

Adresse 1;
Adresse 1
Adresse 1

[ Adresse 1;

[ adresse 1:

- [ Adresse 1;

[ adresse 1:

- [ adresse 1.
- [ Adresse 1;

[ adresse 1:

[ adresse 2
- [ Adresse 2;

[ adresse 2:

~Mladresze 7

Adresstyp ~
Breite 7l
Bundesland/kKantor
Fax B
jin}

LandsRegion

Lange
Lieferbedingungen
Mame

Mame des primare|
ort

Postfach

Postleitzahl

Strafie 1

Strafie 2

Strafe 3

Telefon 2

Telefon 3

UPS-Zane
UTC-Offset
Wersandart
Werwaltungsbezirk
Adresstyp

Breite
Bundesland/kKantor
Fax el

il ¥

To choose the records by using saved views, we have to change to the register

[saved views]
The following window

B suchen

Serienbrief Daten aus dem Microsft CRM auswadhlen.

rBialog ur

Click here to create
a new query

Firmenname

www.mscrm-addons.com

Primérer Kontakt

Telefon 1

Auswéhlanl Abbrechen !

ES

~Oa
O -

Click here to change an
existing query

M adresse 1:
O adresse 1:
Adresse 1t

! Land/Region
+ Lange
: Lieferbedingungen

Bundesland/Kantor
Fax =
i}

O adresse 1
O adresse 1
M adresse 1
O adresse 1
[ Adresse 1
[ adresse 1t
Adresse 1t
Adresse 1t
[ Adresse 1:

[ adresse 1:

[ Adresse 1:

- [Oadresse 1

[ Adresse 1:
O adresse 1:
O Adresse 2:

[ adresse 2:

O adresse 2:

.7 Adresse 7t

Click here to
refresh the window

Strafie 1

Strafie 2

Strafie 3

Telefon 2

Telefon 3
UPS-Zone
UTC-oOffset
Yersandart
werwaltungsbezirk
Adresstyp

Bireite
Bundesland/Kantor
Fax b

-
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Step 2: Create a new query.

By clicking on the button [New] a new window [Advanced Find] will be opened
automatically. In this window we have got the possibility to define queries for our
“Saved View".

2 Adwanced Find - Microsoft Internet Explorer

Datei  Bearbeiten  Ansicht . Faworiben  Extras 7 ".';"
= } . 'Y — a n | D — - 2
@ Zuriick > | ko .,: (ol | 7~ Suchen 3.5 Favoriten QT_‘_, =T e (= ___| i’.‘i _..‘i
Adresse |-@3 http:f{dev-crm3: 5555 AdvancedFindf AdvFind, asp=7EntityCode=1071 bt | Wechseln zu  Links **
File  Help

Find | Saved views |

| |l Save @ Save As E Mew | [TT] Edik Columns 5 Edit Properties |
Look for: | Addresses v | Uusesavedview: | [new] ~|
| 1 Hide Details | #7) Clear | [=] Group AND. [ Group OR |
Select
Find |
&] Fertig % Lokales Intranet

In our example we want to define a “"Saved View” which delivers all contacts that
have been established in the last month.

After selecting the entity “"Contacts”, we can define our search criteria in the field
below.

2 Advanced Find - Microsoft Internet Explorer

Datei  Bearbeiten  Ansicht  Fawvoriten  Extras 7 i','
() zurie . Buchen ' Favariten 620 (- L [ | & 3%

| Choose entity =l = ,
Adresse | ind. aspx?EntityCode=1071 ~| Wechselnzu  Links >

Fil=  Help /
Find || saved \-'ie¢ |
J
| | Save L#Save 8z gk Mew | [T7] Edit Columns 5} Edit Properties |

Look for: | Cortacts :| Use Saved View: |,EHE;W] Vl

| |5 Hide Details | *) Clear | [=] Group ane J=f Group oR |

¥ Last Date Included in Campa.

Select
\ Define search criteria here

[ Find |

=] W Lokales Intranet
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Now we can change our query as a “Saved View"” by clicking on the [Save] or on
the [Save as] -button.

The following window appears:

Query Properties -- Web Page Dialog

Provide Information for This Yiew

narme and cription For th . The name w Insert the name of the "Saved

View" here

— leestt |

Description filkers all contacts that have been established last month

Write down a short description
about the “Saved View" here

| OK || Cancel |

Here we can title our query and write a short description about our “Saved View”.
With a click on the button [OK] the query is saved.
Now we can close the window.

Step 3: Using “"Saved View"”

Back in the “"Search Window” we have to push the button [refresh] to update the
list of the “Saved Views”.

Suchen —Spalten fir den Serienbrief-

wvedyiews n = — —
"IKDntakt _:i Mew l Edit Fefiesh | > -~ [ abteilung
— — - - [ adresse 1: adresstyp

- [aAdresse 1: Breite

- [Jadresse 1: Bundesland/Kantar
O adressa 1: Fax

- [Jadresse 1: ID -l
[ adresse 1: Land/Region

[ Adresse 1: Lange

Dndressa 1: Lieferbedingungen

- [ Adresse 1: Mame

Wollsténdiger Name Telefon geschéftich - [Oadresse 1: Mame des primars

- Oadresss 1: ont

[ adresse 1: Postfach

[ Adresse 1: Postleitzahl

" [JAdresse 1: Strafie 1

[ adresse 1: Stralie 2

~- [ Adresse 1: Strafie 3

[ adresse 1: Telefon

[ Adresse 1: Telefon 2

[ adresse 1: Telefon 3

- Oadresse 1: UPS-Zane

O adresse 1: UTC-Offset

[ Adresse 1t Versandart

- O Adresse 1: verwaltungsbezirk
[ adresse 2: adresstyp

M adresss 7: Areite | . ¥

2

|

Auswéhlenl Abbrechen !
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Now we can choose our “Saved View” and search for records which fulfil by a click
on the [Search] - Button.

Click here to start the search

[ suchen

Serienbrief Daten aus dem Microsft CRM auswdhlen.

den Sie digsen Dialog um CRM-Objekte auszu

General~  SavedViews A ~Spalten fir den Serienbrief-

ff@%ﬁ _IFirma _:_J i MNew I Edit I Refresh I [ Adresse 1: Adresstyp A
- — O adresse 1: Breite |
[ Adresse 1: Bundesland/Kantar
I ~[J Adresse 1: Fax =
H : H n ~[OAdresse 1: ID
List with all ,Saved Views B Adresse 1. Laniinicish
- [ Adresse 1: Langs
- [Oadresse 1: Lieferbedingungen
~[dadresse 1: Mame
: = — - [Oadresse 1: Mame des primare
Firmenname Primarer Kontakt Telefon 1 adresse 1: Ort
Cargas Systems, Inc. T17-560-9928 ext 23 [0 adresse 1: Pastfach
ETEC Stout, Phil 2815379750 Adresse 1: Postleitzahl
GEF-RIS AG Lotz, Hagen +49-5224-9713-60 Adresse 1: Strafie 1
Intertech Mc Cabe, Dan 651-994-8558 Adresse 1: Strafie 2
KIG Heatthcare Salutions Davis, Jim 314-966-4592 Adresse 1: Strafle 3
Kornerstone Technology Inc. ~[J Adresse 1: Telefon 2
MewtelEszence wan Oostveen, Daniel +31 347 881100 ~[J Adresse 1: Telefon 3
Permawick Mabars, Mark -0 Adresse 1: UPS-Zone
RMS Consuttarts 01652 655111 [ Adresse 1: UTC-Offset
TechniData IT-Services GmbH 0721-35280-0 D Adresse 1! Versandart
- Oadresse 1: Yerwaltunasbezirk
- [Oadresse 2: Adresstyp
[ Adresse 2: Breite
-0 Adresse 2: Bundesland/Kantar
5-_-|__|_nr|_rﬁ<<_ﬁ 71 Fax |
anzahl:10 AL J I 2

Auswihlen | Abbrechen !

Now we have to select the records for our mail merge and with a click on the
button [Choose] we get back to our document. Now all the selected records will be
used in the mail merge in MS Word.
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10 Creating Letters using the Marketing lists
Step

1 First choose your Marketing list:

rosoft CRM 3.0 - Microsoft Internet Explorer EEX]
To Tools Help user: Joseph Administrator
) | NewRecord ~ | [ Advanced Find | @

workplace Marketing

Sy work e - .
[ Activities Loskids |[ Find | Wiew: |ty active Marketing Lists =]

g galndsr e | § (] | @ ¥ | &P crests Quick Campaion - | Mare Actions - |
Queues =
L2 articles I~ | Mame | Marketing List ... | Last Used On | Purpose | =)
@D Reports
' Announcements
& custom Search
= Customers » ] Texas Bike Convention Lead First post-confe. .

b ¥ Important Contacts Contact 10J03/2006

Accounts

EF Opportunitiss
|53 Quotes
L] Orders
& tnvoices
=Marketing
T Marketing Lists
[ campaigns
P Quick Campaians
Sservice
sl Cases
7 Knowledge Base
[®] contracts
= Scheduling
5 service Calendar

Fersonalize Workplace ...
@ Sales
|52 Marketing

% Service 1 of 3 selected. -

Settings an E'3 B B < o E F G H 1 3 K L ™ M o P o R S T u W Wi & ¥ =

&) Done & Trusted sites

Step 2 Once the Marketing list members have been defined simply press the
“print in word” button.

Marketing List: Dallas Tradeshow Contacts - Microsoft Internet Exploren

Eilz  Actions  Help
il b saveandClose [y =5 | Wl | A Creats Quick Campaign | £55 Print inWord
Marketing List: Dallas Tradeshow Contacts
= Details: _'\ :
BT General
#] Infarmation’ hotes
E6 Marketing List Mem. .
i E 2 3 Name |Da||as Tradeshow Contacts | Member Type
= Narketlng:
g Campaigns Purpose | |
b; Quick Campaigns 5
Source | | Modified on [10fo3/20068 ||
Cost ($) | | Last Used On | | |m v|
Lacked & No O Yes Owner IB Joseph Administrator ||¢_‘|
Description
Status: Active
&] bone @ Trusted sites
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Step 3 Select the desired Template and your Newsletter will be created!

M Choose Word Template — Web Page Dialog

Select Template

yiou hawe to choose a kemplate For the MailMerge.

General | mMy Templabes

2] Mewssletter ko all accaunts of this marketinglisk

2] Mewssletter ko all contacks of this marketinglist

K|

lH [ 24 i | Cancel

Step 4 All you need to do now is create a CRM Activity!
As shown in part 4.2 step 8

WordMailkerge ¥.: 2.8.246%9.10785

Do you want to create an activity ?

4 from marketinglist

Options

which activity type should be created?
(v Letter " Ernail (" Fax

¥ close activity after creation W Cutgoing ¥ attach docurnent

Cancel k. I
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11 Relationships between Accounts and contacts

Relationships are defined between two parties! These can be as follow :
* Account to Account
» Account to Contact
* Contact to Account
» Contact to Contact

To define a Relationship please execute the following steps :

2 Account: A nice Deal shoppe - Microsoft Internet Explorer I:”§”Z|

Ele  Actions  Help:
el saveand dose (g = | sdsendEmail [ 1 | |2} Follow Up. <) Reports ~ | & Print in Word

Account: & nice Deal shoppe

:'Et I matﬁﬁ General " Details || Marketing " Financial " Motes |
@J ::t'i:::sd'e“es Account Name I nice De: | Msin Phane [555-555-1182 @
LE) Higkary Account Mumber |F\014D | Cther Phone |
55 Sub-Account
= ccnun : Parent Account [ HL' Fa [
Primary Contact |@3 Mary Beth Bergstrom | \,_4| ‘'eb Sike |htt : ffexample. com

ij Cpportunities ™ onship Type iCustUmer v| E-mail \example 1 0654@contosn. com
‘—a) 2otz Address

Crders e

Irvoices Address Mame |

1= Service: ;i

i_II Address Type | “ Ciky \Sacramenta

x| Cases L -

2] Contracts Street 1 11178 Sandy Blvd, SoHee !CA
=) Marketing: =

] Marketing Lists street 2 [ | ZIPjPostal Code 9 CI i Ck

@ Campaigns i ud H 1

Street 3 | | comnfRegen U Relationships

Status; Active
& Done Trusted sites
& ]

Now you can open a “"New Customer Relationship”

2 Account: & nice Deal shoppe - Microsoft Internet Explorer

File' Actions  Help
Il b2 SaveandClose i 4 | dSendE-mail [ (| [Zf 0 clon G G Reports | GBE Print in Word

B CCO A e Deg o

= Details:

e £33 New Customer Relationship | ¥ | %

More Addresses | Party1 | Rale1 | Partyz ~
Activities b oo
o

Lé Histaory
=
|
e

W

A nicebesl shoppe

I55 Sub-accaunts b & anice Desl shoppe Referrsl Abe Tramel

&4 Contacts
=sales:

ﬁ Opportunities

iﬁ: Quokes

|j Orders

Efl] Invoices
= Service:

il Cases

iﬂ Contracks
=IMarketing:

ﬁ Marketing Lists

IE? Zampaigns

1 of 2 selected. Page 1

Status: Active

&) Dane & Trusted sites
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Customer Relationship: New

General

Current record:

Create relationship bo:

/
Party 1 |[B & rice Deal shoppe Party 2 [B Active works | -
Role 1 Role 2

Description 1

Description 2

Carnpaign Partner
Refergal

The Role of the
second party
has to be
defined aswell!

L~

After defining and saving the relationship click the print in word button and

choose your template!

2l hccount: & nice Deal shoppe - Microsoft Internet Explorer
Bile' #ctions  Help

F

=l

=l Details:
f Information

A5 Mew Customer Relationship | =4 5] | %

More Addresses I~ | Party1 | Rale 1
Ackivities o . ;

History

Sub-Accounts
&5

FeGIE

A nice Deal shoppe

X

S EctE
Relationships
H5ales:

| Oppartunities
@ Quotes

i Orders
Invoices

= Service:
dl Cases
E] Contracks
=IMarketing:
] Marketing Lists

@ Campaigns

Role 2
Referral

Referral abe Trame!

L

1 of 2 selected,

Page 1

Status: Active

@ Done

& Trusked sites
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=2 Choose Word Template - Web Page Dialog

Select Template

a kemplate For the Mailerge.

General | pMy Templates

.ﬂ account Reconneck

.ﬂ Zonktemporary Lektter

|24 List of Accounts related ta this Account
|24 Lisk of Contacts related to this Account

|&] testz

&

ik Cancel

http: fidanubecrm: 5555 MWordMailMergeServer fchoosetemplate, aspxroType= & Truskted sites
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Should you only want to show specific relationships go to:
File > properties>custom>WordMailMergeM2MCondition/Filter type and replace

the percent sign with your value.

Document? Properties

E3

General | Summary | Skatiskics Cn:nntentsl Cuskom

Replace this sign
with your value

Mame: hardiMailtergemzMCondit
Checked by ”
Date completed
Department
Destination
Disposition b
Type: |TE:>C|:
Yalue: |='Ii|<E' value="a%"1 == filker =| |
Eroperties: | ame Yalue
WordiailMerge accounk
WardiMailMergesutoflewhoc kre
WiardiaillergerzMLisk 1 <link-gntit
WordMaillergeMzMListz2 <link-entit
WordMaillergeMzMLists <link-enkit
wordMailer geMzmListd <flink-enti
wardiMailMergeMzMCondition <Filker byp
L
< *
Ok, l [ Cancel
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12 Document Properties

12.1 Overview

What are the Document Properties?

To give WMM templates more flexibility you can use Document Properties. They are
configureable since version 2.18 via an extra window in the “InsertMailMerge fields”
dialogue.

How to start?

Open your Template and select WordmailMerge for MS CRM / Insert MailMergefields.
Press on the Button “"Document Properties”.

Insert mailmerge fields [x]

Insert mailmerge fields

Select type: I Contact =
Fields: Document Properties
a8 g Glance ]

~#4/H Phone b
- ABM

-~ BAocount B alance n
-~ dddress 1; Addrezs Tepe

-~ Addreszs 1: Country/Reqgion

-~ dddrezs 1: County

CoMddress 1: Fax

Airldrass 1 Freight Tenms

B

Following window appears:
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Tappage 1 - Extra Entity (1:M Relationships)

Here you can create 1:M Relationships. (Its possible to create M:M relationships too)

Basically this tab is seperated into 4 areas:

Document Properties

Document Properties

Lse this Dialog to addfchange ExtraEntites (1:M and M:M relationships) and the
docurnent properties,

E ztra E ntitiy I D'ocument Properties

Select Extrak ntity: || j e 1
R elationzhips: | J

E xtraE ntity

b ainentity:

Dizplayname of Subentity:

Subentity:

|

|

|
surpress b ainentity: [ |

EntitiesE xtraCurve

Subentity:

b ainentity:

|
Fareign F.ey to Mainentitt: |
|
|

Aliaz [optional);

E wtraE nitity

[Delete | Apply Cancel

WHM Froperties

E strak nitity:

E ntitiezE mtraCurve:

bl 2bd List:

Ll

b 20 Condition:

If vou added a new ExtraEntity pleaze dant't forget to prezs [Apply] befare vau
prezs [Apply in Document]!

Cancel Apply to document
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1;Select / Create relationship

In this section its possible to select an existing Extra Entity by choosing one out of the
Listbox.

To create a new one press [New] and select one of the given Relationships in the drop-
down listbox.

Its also possible to create a new relationship from scratch (only for enhanced Users).

After this you are in the "edit-Mode", this means that the tree button [Delete], [Apply]
and [Cancel] are now active and also some Fields from the sections below are active.

2:Groupbox ExtraEntity

* Displayname of the Subentity: That's the DisplayName of your "new" Subentity, as it
will be shown in the Tree.

* Subentity: the entity you want to show in the Tree

* surpress Mainentity: (this field is the same as 'Foreign Key to Mainentity' of Groupbox
EntitiesExtraCurve - so please prefill this field.) Check the box if you don't want to show
the Mainentity in the new Subentity. For e.g. You want to add Product-details to entity
product. If you don’t check the “surpress mainentity” option, the field Product will be
shown again in the “product details”- submenu.

3;Groupbox EntitiesExtraCurve

* Subentity: the Entity you want to show additional in your Tree

* Foreign key to Mainentity: the Attribut which is the Key to the Mainentity. (in XML:
Referencingattribute)

After you have filled in all the fields you can press [Apply] to add this 1:M Realtionship to
the:

4;WMM Properties Groupbox
* ExtraEntity: This WMM-Prop is used to show the additional Entity in the Tree

* ExtraEntityCurve: This one defines how the Data is fetched out of CRM
* M2MList: This is to create/add M:M Relationships by hand!

* M2MCondition: Field to add special Conditions to M:M relationships
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Tappage 2 - Document Properties

Document Properties

Document Properties

Lise this Dialog to addfchange ExtraBntites (1:M and M:M relationships) and the
docurnent properties.

Dacurent Mame: I _I
E rmail: I _I
M armesT oCut; I _I
SubFaolder Mame: I _I
Fetch: o’ _I

[f vou added a new ExtraEntity pleaze dont't forget to prezs [Apply] before vou
prezs [Apply in Document]!

Cancel Apply to document

On this page there are some additional Properties which help you to give WMM more
power.

To change any WMM-Property please use the [...] Button!
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* AutoNewDoc:

If you just select one Row (of Contact, Account, a.s.0.) WMM automatically merges your
Template into a doc. Sometimes you don't want WMM to do so for e.g. if you want to
send it as an email. Then set this Property to false.

Values: true, false, default (setting is overtaken from the WordMailMerge settings)

* Additionalfields:

to read out additional fields (attributes) which are not defined in the document

this means that those fields are loaded into the template automatically (e.g id-fields..).
This is very helpful e.g to send emails via WordMailMerge and you don’t want the email
adress to be shown on the template.

* CreateActivitiesfor:

If you don't want to add the activity into the Main-Entity (e.g. you are merging a
marketing list and want to save the activities to the contacts or accounts from in the
marketing list.)

Syntax: Entityname, primarykeyfield for e.g.: contact,contact_contactid

-> In this case the activity will be saved to the contact.

* SORT:
tells WMM how to sort. You can set this in [Choose CRM-Data] with the [Sort] Button.

Syntax: fieldname collation. (e.g name A -> sorted ascending by name , D for
descending)

* WordMailMerge:

here you can see the entity, the template has been created for.
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* DocumentName:

here it's possible to define the name of the document. It's possible to use data from
Fields out of CRM to be part of the document name.

Document Mame Editor

Document name editor
Define the name of the docurnent

Dezcription: Text from within CRE-fields haz ta bin included via Ficlds |
<<heldname:». Additional text could be added wath 'test'.

Functions: " poz(epl" will inzert y zignz from the @th position.
" left[=]" will inzert the first = - zigns
" right{=]" will inzert the lazt % signg of the string

Examples: {{oompanynames >+ +<<quatenumber s
returnz "MSCRM-2ddons. com 1234567893

<< companynamer>+ Moo +<<guotenumbers > [eft[5]

returng "MSCRM-Addons Mo 12345
Cancel | k. I

Functions:
".pos(x,y)" will insert y signs from the xth position.
".left(x)" will insert the first x — signs
".right(x)" will insert the last x signs of the string

* Email:
if you choose a email address in this field it is possible to send a email which is already

merged so you can avoid this message described in point 6 — Step 1.
WordMaillerge X

Should WordMailMerae aukom, merge to a nesw document,
IF wou want ko create a letberFax activity then click YES.
If wou want ko create an Email ackivicy then click MO,

And you also do not need to disable “"Automatically merge to new document” under the
“WordMailMerge Settings”.

* NamesToCut:

Please see Implementation Guide (chapter 1.5.3 and 1.5.4)
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* SubFolder Name

With this option it’s possible to define folders to which the merged document will be
saved to in the FileShare or onto the sharepoint.

For detailed information see chapter 12.2

*FetchXML:
See “FetchGenerator UserGuide” - available on
http://www.mscrm-addons.com/default.aspx?tabid=116
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12.2How to configure Sharepoint / Fileshare — path s

The path to which merged documents are saved depend on two settings:

1) WordMailMerge Server Configuration (Server)
Here it's possible to define root-paths for all entities. (e.g Contact,Account)
So all documents created for the entity e.g Contact will be saved to the Contact-
root unless no subfolder is defined on the client side.
(See Implementation Guide, chapter 1.3.3 / 1.3.4)

2) Document Properties (Client)
In the document properties of the template (see chapter 12), you can find a

setting called "SubFolder Name"” which allows you to specify a subfolder for the
created document.

With a click on [...], you'll see the following window:

Document Mame Editor

Document name editor
Define the name of the docurment

Dezcription: Text fram within CRE-fields haz to bin included wia Fields |
<<heldnames >, Additional text could be added with 'text'

Funchions: " pozlE o] will inzert » signg from the sth position.
" leftx]" will inzert the first % - zigns
" rightx]" will inzert the last » zigns of the sting

Examples: <{companynames >+ '+<<quotenurnber s
returnz "MSCRM-Addons.com 123456739

<< companynames s+ Mao: '+ <quotenumbers : left[5)

returnz "MSCRM-Addon: Mo.: 12345"
Cancel I (] I

Please see (*DocumentName in chapter 12) for a detailed description on

this editor.
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Examples:

1. We will create a gift certificate for a contact and save it to a new folder
for the contact :

« Server-Settings

The gift certificate is a template for the Contact entity, so the
Fileshare/Sharepoint —root will be taken from the depending servers setting:

LOmpetitor Folder | %] (OETauT)
Contact Folder | il ‘whev-crm3ywordMailMergeDocumentshCantacts
rantrart Ealdar | w1 fdafanlty

 Client-Settings:

In the Document-Properties, we can define a subfolder-name and a
document name for the created Gift-certificate.

Diacument Mame: |<<firstname>>+'-l3ift Certifizate’ |
SubFolder Mame: |<<fullname>>+'-dncuments' |
» Result:

The settings described above result in following document path on the
fileshare

The root folder defined on in the Server-
configuration.

sob-gift certificate. doc
:g WMM-Documents F cl I.::I:Ift Office Word 97 - 20...
= & WordMailMergeDocuments
) {afd46ede-9da1-dal 1-8FSc-0003FF7 14530
[5) account
= [5) Contacks
#1) Adrian Durnitrascuq . SAEBUETE-525E-4 130
= [) Bob Gage {2A054747-3586-4040-E0C2-

) BobGage-documepks
N o —— \

The subfolder and document name from the
Client-side settings
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2. We will generate a quote and save it to the PrimaryContact on the
FileShare.

» Server Settings:

As the document will be created for the entity “"Contact”, the root
folder will be taken from the Contact-Setting rather than the Quote-
setting in the WordMailMerge Server configuration.

Lompernitar Falder | %] (OE7auIT)
Contact Faolder | il WhOev-crm3vwordMailMergeDocumentshCaontacts
rrantract Ealdar | 15 fdafanlty

« Document Properties:

In this case we have to use the “Create Activities for” —option as the
quote should not be saved to the Quote-folder.

Therfore the client side settings have to look like this:

Createdctivitiesfor: |n::n:-nta-:t,n::ustu:nmerid_c:c'nta-:t_c:n:nntac:tid J

Document Marme: |<< narmes +'-'+< < quotenurnber: » I_I

SubFaolder Marme: |<< cuztomernid_contact_firstnames > +-GUOTES J
» Result:

The root folder defined on in the Server-
configuration.

o WIT-OGeTET L
= i wordMaiMergeDocuments
5 {afd46ede-9d61-dal 1-BfSc-0003FF7 14530}
# 5} account
= () Contacts
= 1) Adrian Durmitrascou S8EsUE TB-5L 38 -5 15l
1= |Z) Bob Gage {2AD347AT-3366-4D4D-B0C2-
I# | ) BobGage-documents

43 KB

H @ L Test-QU0-01005-LMII9EAA. doc
= | Microsaft Office Word 87 - 20...

= Bab-QUOTES
\ The subfolder and document name from the

Client-side settings

NOTICE: This operations are equal on the Sharepoint!
(see Implementation GUIDE 1.5.4)
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12.3Step by Step description (build 1:n relationsh  ips)

With the option to define 1->n and m->n relationships its possible to link entities
together and load data from both into the MS Word document. (see chapter 11.1)

In our example we define a relationship which allows us get all orders that are saved for
an account.

Step 1; First you have to click on "“WordMailMerge for MS CRM”->"InsertMailMerge fields”
and choose the entity you want to define a relationship for.

Insert mailmerge fields
Insert mailmerge fields

Choose the entity you want to define
teh relationshop for.

Select type: Account -

Figlds: Diocument Properties I

Click on “"Document poroperties

Step 2; Following window appears: (for explanation see chapter 11.1)

Document Properties
Document Properties

Lise this Dialog to addfchange ExtraBntites (1:M and M:M relationships) and the
document properties,

ExtraEnlili}l[ Document Froperties I

Select Eutrak ntity: I LI R
Rielationzhips: I d
~ ExtraEntiy
td ainentity: account

Dizplagname of Subentity:

Subentity:

surpress Mainentity: o I

 EntitiesE xtraCurve
Subentity:

Foreign Fey to Mainentityt:

td ainentity: account

Aliaz [optional):

 EstraEntity

Delete I Apply Cancel

—WHMM Properties

E strakE ntity: I

EntitiesE straCurye: I
M 2hList: |
M2MCondiion: |

Lkl

If you added a new ExtraEntity please dont't forget to presz [Apply] before vou
press [Apply in Document]!

Cancel Apply to document
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Its possible to select ExtraEntities (relationships) that already have beend defined with
the combobox. To add a new relationship we have to click on “"New"”.

You are now in the "edit-Mode", this means that the tree button [Delete], [Apply] and
[Cancel], as well as some of the form fields are active.

ExtraEntitiy]- Document Properties l

Select ExtraE ntity: | e

=
Relationzhips: | j
-

E xtraE ntity Account_Mew_frh_entities
account_conbracts_asz biling_custome |
M ainentiby: opportunity_primary_accounts

account_parent_accaunt —
account_master_account
Subentity: Account_Appointments

-:Il_:l::l:lLH'It l:lfl:lEfl'E:
contract_customer_accounts bl

Dizplayname af Subentiby;

surprezs M ainentity:

Step 3; After that some important fields for Extra Entity and EntitiesExtraCurve are filled
automatically:

E xtraE ntity

I airientity: |

Dizplayname of Subertiby: ||:Ir|:|ers|
Subentity: |salesnrder
zurprezs b ainentiby: [ |
EntitiesE xtraCurve

Subentity: |

Foreign K.ey to Mainentityt; |a|:|:|:|untiu:|

M airentity: |

Aliaz [optional]: |acu:u::untu::rders
E wtraE rtiky

Delete | Apply | Cancel I

now we have to define the displayname of our extra-entity and if necessary supress the
mainentity. If everything is OK, we can go on with a click on “Apply”.
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Step 4; The WMM properties you can see and check the data again.

‘WM Propertes
E utraE rtity: |acmunt-[lrders-salesnrder- _I
EntitiesE straCuryve: |,salesnrder-an::-:n:nuntiu:l-an::n::n:nunt-an:c:n:nuntn:nrders _I
M2MList: | [

M2MCondiior: | [

If vou added a new ExtraEntity pleasze dont't forget to prezs [Apply] before vou
presz [Bpply in Document]!

Cancel Apply bo docurment

If everytihing is OK we can finisch with a click on “Apply to document”

Step 5; Now we can see a new entity "Orders” in the list of the available fields for
entity account and therefore use it to load data of the orders into the template.:

Insert mailmerge fields X

Insert mailmerge fields

LIz this Dialog to insert ralmerge fields into your
template.

Select bype: |.-'1'-.|:|:|:|unt j
Fields: Document Properties |

Web Site -
YWeb Small Companies 0
Created By

M aster D

todified By

+-[F-[FH-[E

All Orders Recerved
All Orders Sent
AMPCI Contract ID
AMPCI Dealer ID
AMPCI Planner 1D
AMPCI Sales 1D

B alancedmount

Bill To Addres= 1D

Bill Ta City

Bill To Contact Mame
Bill To Country/Reqgion
Bill To Fax

Bill To Hame

Bill To Phone

Bill To State/Province
Bill To Street 1

[ £

[nzert Cloze
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13 Contact

If you have problems with the product send a Email to
support@mscrm-addons.com or call +43 316 680 880 0
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