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BSCI Word Merge iPart Overview

BSCI Word Merge iPart Feature Set Highlights

e Fully conforming ASI iPart

e RunsiniMIS 15.1and 15.2

e Use the iPart in Desktop, Web View or Public View

e Support for MS Word 2007, 2010 and Open Office word processing documents. Conforms
to the Office Open XML File Format specification from Microsoft which is an open,
international, ECMA-376 Second Edition and ISO/IEC 29500 standard.

e Uses regular iMIS IQAs for all data access.

e Set of 4 rich but simple run-time features (create Activity record, etc..)

e Ability to send merge document as email attachment.

o No special setup required like traditional MS Word merge documents to connect to an
external data source.

e Simple to use.

e  Future support for sending merge document as email attachment.

Description of how the iPart Works

The BSCI Word Merge iPart merges IQA data from iMIS into a standard MS Word document in
a few simple steps. The default display panel is below.

iPart Demos > Word Merge iPart Demo

Word Merge iPart

Reset Form

File Selection

[ Browse... | |Load Word Doc

First, be sure the IQA has the data columns you want in your merge. Then create a new or use an
existing normal MS Word or Open Office document and add merge fields where you want the
data to appear. Next use the iPart to select the Word document and an IQA. Then you just
match-up the document merge fields to IQA data and then merge into a new document with a few
mouse clicks.

The iPart works as a series of 4 main panels that display in the sequence of: 1. select document, 2.
select IQA, 3. match columns, and 4. merge into a new document.
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Merge to Document

IQA Record Count: 66 Merge Fields Matched Merge Fields Removed
Remove merge fields in document if no These are the merge fields that will These are the merge fields

corresponding IQA data columns exist. be filled with IQA data. that will be removed from
the document.

See list of Merge Fields Removed to the

right. Fulladdress FullAddress
7 FullName FullName No merge fields will be —————
D D removed. Re-Match
Merge only 10 records for preview. LastName LastName
7 Prefix Prefix

Remove merge fields in document if IQA
data column is empty/null/no data.

v
Create Activity records. The iMIS ID
number must exist in the IQA and have

an alias name of 'ID' for the Activity
record to be created.

Review the install and configure documentation for this iPart for details on configuration options
when installing in WCM.
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Using the iPart

Before using the tool
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IQA Preparation
Any 1QA will work but if you want to create Activity records you must include the ID

field.

Create the IQA

Before you begin, it’s important you understand which fields you want in
your letter, and where they can be found.

i. Information about the contact can be found in the CsContact

object.

ii. Address information is in the CsAddress object
Next, create the IQA using the fields you need for your merge (see IQA
documentation for information on how to create an 1QA)
If the field names seem ambiguous, put a more descriptive name in the
Alias field. It’s best to omit spaces and not use special characters. The
standard for field names is to capitalize the first letter of each word in the
field name. For example, for Full Name use FullName
Check the box “Only display unique results”

Summary Sources Filters Display Sorting
View Im’ Mode IAdvanced 'l
Query Display Hide

r Only display unique results

Refresh |

Display Property Function Alias Subtotal  Order

W CsContactiMISId [nore »| D r [T =

v CsContact.Full Name INone j IFullName r IE

cal CsContact.Prefix |None j | - lﬁ

I CsContactInformal INone j I r IE

v CsContact.Last Name INone j ILaStName r IE

v CsContact.Title |None j I r IE

I CsContact.Company INone j I r lﬂ

7 CsAddress.Address 1 |None x| [address1 r [ =]

W CsAddress.Address 2 [None ¥| [nddress2 r [+ =]

W CsAddress.Address 3 [None ¥| [nddress3 r 10 x

I CsAddress.City [none =] r 11~




Word Document Preparation

Start with a normal Word document. Do not use any of the merge features in Word that
require you to connect to a data source or create the document as a merge document using
a Word wizard or normal Word merge features.

Place merge fields in your document where you want them. The iPart is designed to
work with merge field elements that conform to the Open XML File Format standard.
These are inserted in MS Word as follows.

Put your cursor where you want the field to be placed in the document.

Select Insert = Quick Parts - Field

fE’;\‘ H ) &) B MemberWordMergeletter.doos - Microsoft Word
==
Home Insert Page Layout References Mailings Review View
|] Cover Page ~ j ElEl __';) Shapes = % Hyperlink 5] Header - [A 2| Quick Parts = | &% -~ JT Equation -
- Pl FHIE] = .
] Blank Page N - JI_I A_"| Smarthrt | 4 Bookmark 5| Footer - [ Document Property »
= Table Picture Clip Text
+= Page Break - art il Chart ['#) Cross-reference || [+] Page Number - || Box~ (=1 Field...

Pages Tables Hiustrations Links Header & Footer Q Buil :
BUl Insert Fielg [Fr93NIZer.

Dl‘ Get More on Office Online...

i
-d

Choose ‘Merge Field’ from the list of field names.

-

.
Field P -
Please choose a field Field properties Field options

Categories: Field name; [ Text to be inserted before:

(Al [

Field names: Format:

IndudeText -~ (ore) I
Index Uppercase [] Mapped field
Info Lowercase
Keywords First capital [ vertical formatting
LastSavedBy Title case
Link

ListMum
MacroButton

‘_

[] Text to be inserted after:

MergeRec 2
MergeSeq

Mext

MextIf

MoteRef

MumChars

NumPages

Mumords

Page o7

Preserve formatting during updates

Description:
Insert a mail merge field

(o) (o
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Type a name for the merge field that you will match to columns in an IQA. The merge
field names in the document do not have to match the IQA column names.

2l

Please choose & field ——— | Field properties Field options

Categories: Field name; [ Text to be inserted before: I
fcan = | [FulName A

Field names: o [ Text to be inserted after: I

Listhium .| [ |
MacroButton [ Uppercase ™ Mapped field
Lowercase

MergeRec First capital [~ Vertical formatting
MergeSeq Title case
Mext
MextIf
MoteRef
MumChars
MumPages

MumWords LI
Page

PageRef
Print
PrintDate
Private
Quote

RD LI

Description:
Insert a mail merge field

Field Codes | 0K I Cancel

V¥ Preserve formatting during updates

There is only one special consideration when creating merge fields, if you want to use
the iMIS Full Address you must name the merge field: FullAddress

You should see the field placed in the document as below:

«FullMames
efddress1e
eAddress2e
ehAddress3s
aCitys, «States «Zips

October 4, 2011

Take a few moments to discover how your membership
can work for you RIGHT NOW.

Dear «Prefixs «LastNames:

Because you are a member of Our Organization you can use all of the benefit programs offered through
Our Organization and start saving money — right now. Let me tell you how. As a member, you are eligible
fora full range of valuable, money-saving benefits that are available to members only.

Save the document as a normal Word document.

Now with an IQA and a Word document ready you can perform the Word merge using
the iPart in iMIS.



Basic Merge Steps

Word File Selection Panel
First the user selects the Word document; this is the default iPart display panel in normal
iMIS 15 CMS content.

iPart Demos > Word Merge iPart Demo

Word Merge iPart

File Selection
/& Choose file
@(:}}v| . = TestMergeDocs » ver2007 » - | g | | Search o) |
Organize ~ Views ~ [ MNew Folder
ek MName Date modified Type Size |~
EJ [ — 5N 10/4/2011 3:40 ... File Folder
@JZUU?_SEmpIeMemberMergeLetterTabIe.docx 10/4/2011 3:40 ...  Microsoft Offic... 17K
B Desktop ]BSCI Word2007_SampleMeetingMergelett...  10/4/20113:40 ... Microsoft Offic... 14K
% Computer #1]BSCI Word2007_SampleMemberMergelett...  10/4/2011 3:40 .. Microsoft Offic... 14K
More » B LRSLetter.docx 8/26/20119:30 ...  Microsoft Offic... 32Kz
Folders v B MeetingFunctionCertificateofAttendance.d... 8/26/20119:30 .. Microsoft Offic... 11K
BackUps i ¥ MestingWordMergel etter?.docx 8/26/20119:30 ...  Microsoft Offic... 13K
u P ¥ MemberWordMergeletter.docx 10/4/201110:1...  Microsoft Offic... 27K
#. BSCI WordMerge_ - -
wn (a ] sampleMemberMergeletter.docx 10/4/2011 3:40 ...  Microsoft Offic... 14 K
ﬁll ;I'estMergeDocs ¥ WordMergeDuesMotice.docx 8/26/20119:30 ...  Microsoft Offic... 14 K|
: vn #lWordMergeFundraisingThankYouletter.docx  8/26/20119:30 .. Microsoft Offic... 13K
N R WordMergeOrder.docx 8/26/20119:30 ... Microsoft Offic... 12K~
% ver2007 - ] ~ | A
File name:  SampleMemberMerge Letter docx - ’P‘" Files (7} ']
[ Open ] [ Cancel l

After selecting the file, click “Load Word Doc”

File Selection

F:\BSCI_WordMerge_To [ Browse.. ] |Load Word Doc|

Your file name will be displayed in the IQA Selection panel.

Page 7 of 12



IQA Selection Panel
Click on the ‘Select IQA’ button and drill out to an IQA in iMIS.

Reports > Word Merge iPart Demo
Word Merge Demo iPart

Selected Document:
SampleMemberMergelLetter.docx; ver: w10 (M3 Word 2007)

Select 1QA

Select IQA

Choose your IQA

T T

Document Browser

5]
[n]

@ © T s/contactManagement/DefaultSystem/Queries/Contz ()
@ g I & DY wumpany
=
| |2 By Last Name
3~
gl By Last Name v2
42 CampaignManagement [a By Major Key

+ |2 CertificationManagement I8, By Member Type

+ 3 Common I8, By Name
+| [ CommunityManagement IEl By State/Province
=I [ ContactManagement 1 Il Companies Only
+| [ DefaultSystem 3 I Default
+ I Queries o] From TX

+ 53 Advanced |2l Word Merge Event Function
Waord Merge Order
ol |2

m

Click Continue

Reports > Word Merge iPart Demo
Word Merge Demo iPart

Selected Document:
SampleMemberMergeLetter.docx; ver: w10 (MS Word 2007)

Select IQA

$,fContactManagementh[ Select IQA ] [ Continue
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Matching Panel

Use this panel to match up IQA columns to merge fields from the Word document. This
is where you tell the iPart where to put the IQA data in the document. For each merge
field on the left side pull down the drop-down list and choose an IQA column to match
the data to. If no IQA column matches the merge fields then leave the drop-down blank.

When finished, click Continue

Reports > Word Merge Address1

Address2
Word Merge Demo Address3

City

Company

Courtry
Selected Document; Designation

Email

FirstName

Full Address
Selected IQA: FullName
$/ContactManageme iMISID

Informal
JoinDate
key_UniformKey
LastName

SampleMemberMerg : w10 (MS Word 2007)

IQueries/Contacts/From TX

Match Merge Columns

Hide
Major Key
Match IQA columns to|MiddleName
IQA column names are Sti'r:eprcvmce (column name) or Alias found on the Display tab of the IQA definition.
Suffix
Title
Word Merge Fields Work Phone
Found
Zip
Addressl Address1 [
Address? Address2 -
Address3 Address3 -
City City -
FullName FirstName -
LastMame LastName -
Prefix Prefix -
State StateProvince -
Zip Zip -

Merge the Files
On the merge display panel, the top half shows the files you are using in your merge.

The bottom will show you the number if records returned by the IQA, the merge fields
that matched, and any merge fields that were removed because there was no matching
column in the IQA.

Heports > Word Merge IPart Demo
‘Word Merge Demo [Part

[ ResetForm |
Selactad Documeant:
SampleMemberMergeLetter.docx; ver: w10 (MS Word 2007)
Selected IQA:
SIContacth; tD IQueries) ts/From ™
Murge: to Document Hide
1QA Record Count: 63 Merge Fields Matched Merge Ficlds Removed
Remave merge fields in document if ne These are: the merge helds that will be These are the merge helds
corresponding 1G4 data columns exist. See filled with I data, that wil be remaved from the Merge
list of Marga Fields Ramaoved to the right. document.
7 Addressl Addressi
Addras<? Addracc? No merge fields will ba r .
Merge only 10 recerds for preview. Address3 Address3 removed. | Re-Match |
City city
Full i
Remove merqe fislds in document if 1A data 1 . L
column is empty/nulline data. Prefix Prefix
- state StateProvince
Zip Zip

Create Activity records. The iMIS 10 number
must exist in the 104 and have an alias name
of "I for the Activity recard to be created.

Mo ID column was found in the I0A data so no Activity records can be created.



On the right side you have some runtime options: Remove merge fields if no IQA
columns exist, show only ten records for preview, remove empty/null fields, create
activity records. Note you must include ID in the merge if you want to create activity
records.

If you make a mistake matching the fields, you can redo this by clicking the Re-Match
button.

Click Merge and the iPart will merge the IQA columns with the Word fields. When
complete, a dialog window will appear:

File Download [

Do you want to open or save this file?

I’E j MName: ConversionResult.dooc

Type: Microsoft Word Document
From: imisdemol51x01

Open ][ Save ][ Cancel ]

harm your computer. f you do not trust the source, do not open or

= 2 | While files from the Intemet can be useful, some files can potertially
- save this file. What s the rsk?

Once Word opens the document it can be edited and saved like any other Word
document. If you have more than several hundred records in your IQA it may take some
time for Word to paginate through the newly spawned document depending on system
resources.

Peter Bachman
117 W. Loop South
Suite 567

Houston, TX 77520

January 16, 2012

Take a few moments to discover how your membership
can work for you RIGHT NOW.

Dear Mr. Bachman

Because you are a member of Our Organization you can use all of the benefit programs offered through
Our Organization and start saving money — right now. Let me tell you how. As a member, you are eligible
fora full range of valuable, money-saving benefits that are available to members only.

How is this possible? Our Organization benefits are offered by Acme Benefits, an organization that uses
the combined strength of more than 35 thousand members to negotiate benefit programs that are
designed to meet the needs of our members. Our Organization fully endorses these programs, which are
available to all members, including:
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Overview of Runtime Options

Merge to Document Hide
IQA Record Count: 66 Merge Fields Matched Merge Fields Removed
Remove merge fields in document if no These are the merge fields that will These are the merge fields
corre_spondlng 1QA _data columns exist. be filled with IQA data. Epatdwﬂl be rimoved from
See list of Merge Fields Removed to the & document.
right. FullAddress FullAddress
FullName FullName No merge fields will be
D D removed. Re-Match
Merge only 10 records for preview. LastName LastName
Prefix Prefix

Remove merge fields in document if IQA
data column is empty/null/no data.

Create Activity records. The iMIS ID
number must exist in the IQA and have
an alias name of 'ID' for the Activity
record to be created.

]
e Remove merge fields in document if no corresponding IQA data columns exist. See list
of Merge Fields Removed to the right.

If you have a word document that has fields that do not exist in the IQA, the fields
are removed from the Word document if this is checked.

e Merge only 10 records for preview

This will allow you to preview the merge with just ten records rather than waiting
for the entire merge to run.

e Remove merge fields in document if IQA data column is empty/null/no data

Similar to the first option, this will remove the merge field if the IQA field is
present but has no data.

e Create Activity records. The iMIS ID number must exist in the IQA and have an alias
name of ‘1D’ or “‘iMIS ID’ for the Activity record to be created

Although the ID does not have to appear in the Word document, it must be part of
the 1QA to produce an activity record. If selected, the Word Merge iPart will
create a LETTER type Activity record.

Results l Record History | Activities-All l Calls l Letters l Roster l AR Cash l Billing l Events ] Orders

n=+i T\.l:-ﬁ Dy -4 f"nrh r"m—rir\.ﬁnn h.lni-h
p |1/16/2012 2:35:59 PM LETTER SampleMemberMergeletter. docx |

11121999 ORDER Vvioi Video - Creating a New Business

111219599 ORDER vio2 Video - Is Fast Food Franchising for
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How to Format Word Merge Fields
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