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1

USERS GUIDE

1.1 Introduction

Documents Core Pack for MS CRM 4 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 Documents Core Pack
templates.

Documents Core Pack Templates

Documents Core Pack 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 Documents Core Pack includes this “Account reconnect”
template. Test this behaviour and open an account in the Web Client and click on
the “Print in Word” Button.

2.1 How to create Documents Core Pack Templates

Read the “Getting Started” — Document to get more information about the
creation of Documents Core Pack Templates.

With the following steps you can create a Documents Core Pack Template:

1. Start MS Word
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2. Write the content or open a document with the content you need.

4 Contact Reconnect - Gift Certificate. dot - Microsoft Word

i Datei Bearbeiten Ansicht  Einfiigen Format Extras  Tabelle Fenster 7 Frage hier eingeben - X
HRRE=A" NERENTE NN A NN AR R CRAL ez Ne: B | & 9 w0 - @ | HdLesen 9
i A4 standard + 11 pt, Li » Times New Roman + 11 ~-|F &£ U |_ vaE?’vAv!
i WordMailMerge for M5 CRIM ~ | [ Choose CRM Data 1) Create CRM Activiey | 4 Send as FDF | @) !
[L] 20210 -|‘1§|‘2-\-3-|-4- BB 7N B3t A0 M b2 1 e 0 dde 125 SIE R EY
- December 19, 2005
- Dear,
N [ would like to check in and make sure vou are still enjoying our products, smece we have not
- heard from vou in a while. Whenever an enthusiastic customer like you stops ordering from us, it
- makes ug 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?
N If the answer to those questions is that we did not live up to your expectations in some way, 1 am
N dedicated to anproving that sttuation and welcome any feedback you are walling to give.
T Whatever the reason, we are pleased to enclose a mft cerificate for vou to use toward any
= purchase from our catalog
- And T am, of course, at your disposal for any further information you need v
- We look forward to having vou back as a customer. +
- @
T Sincerely, £
=ErE(=E 4 »
E;e\chnen'u¢|AQtDFormen'\\DOM&{:S@@‘&'ﬁ'ﬂ'— Eﬂlj!
Seite 1 &b 1 11 Englisch (U5 [0

3. As next step we add the MS CRM fields to the content. To do this we have
to open “Documents Core Pack for MS CRM”->"Insert MailMerge Fields”

T4 Contact Reconnect - Gift Certificate. dot - Microsoft Word

I Datei Bearbeiten Ansicht  Einfiigen  Format  Extras  Tabelle  Fenster 2
HAN=A" NERENI= RN AN R - AN R RN - e Wi Bir=| - © | Htesn @

i A4 Standard+ 11 pt, Li = Times New Roman x 11 - F £ U | H I H - A-!

[ wordMailerge For M5 CRM = || [ Choose CRM Data ([ Create CRM Activity | 4] Send as POF | @) !

_[13 Choose CRM Data g' RN EERE TR RNEE KR KN KRR RN RISt SRS - SN - DI RS~ I LN RS SO R =
Wy Create CRM Activity
4| send asPOF her 19, 2005

Frage hier eingeben - X

Open Template ...

Save Template ... H like to check in and make sure you are still enjoying our products, since we have not
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
I gD (FEkE k{icﬂy what you wanted? Or iz it simply because you haven't needed anything?

‘WordMaillerge Settings

T 1f the answer to those gquestions 1s that we did not live up to your expectations m some way, [ am

N dedicated to improving that situation and welcome any feedback you are willing to give

- Thatever the reason, we are pleased to enclose a gift certificate for you to use toward any

o purchase from our catalog.

- And [ am, of course, at your disposal for any further information vou need. v

- We look forward to having you back as a customer. z
@

- Sincerely, z

>

=w[E=w<¢
i Zeichnen = Lz | AutoFaormen~ N W [ O A Al £ (4] L&l | S v X - A -
Seite 1 Ab 1 11

zaal
Englisch (U5 153K
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4. Then the following window appears:
Insert mailmerge fields

Insert mailmerge fields

log to insert mailmerge fields ir

Select type: Contact j

Ficlds: Document Properties J

&/H Phone

AR

Account Balance N
Address 1 Address Type
Address 1: Country/Region
Addrezs 1: County

Addreszz 1: Fax

Address 1: Freight Temms
Address 10 (D

Address 10 Latitude
Address 1: Longitude
Address 1: Mame

Address 1: Phaone

Addrezsz 1 Post Office Box
Address 1 Postoode
Address 1: Primary Contact Name
Address 1: Shipping Method
Address 1: State

Address 10 Street 1

Addreszs 1: Street 2
Address 1: Street 3
Address 1 Suburb

Address 1: Teleohone 2

]

@ a Glance ~ \

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

www.mscrm-addons.com
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5. After inserting some fields the template should look like this:

I} Contact Reconnect - Gift Certificate. dot - Microsoft Word ] E
x

I Datel Beatbelten Ansicht Einfilgen Format Extras  Tabelle  Femster 7 Frage hier eingeben -

INEBHRSGRITE L LB S0 o8 G EFEEBF T 0 @) FHieen i
fg Standard + 11 pt ~ Times New Roman ~ 11 -|F &£ U |E =
! WardWaiMerge for M5 CRM = | [ Choase CRM Data ) Create CRM Activity | 4 Send as POF | @) !

—
] 3-.-2-|‘1-|-§-|-1‘ RS RN SR S RS RN RIS R IRE t RIS - RN E R IRE C RN IR WIS SN IS T AN RN

N December 19, 2005

- wfirstnamen«lastnames
™ waddrese]_linels

- caddress]_line2s

- waddress]_line3»

waddress2_citywuaddress]_stateorprovinces «addressl_postalcodes
waddress]_countrys

Drear «salutations «lastnames,

N [ would 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
- 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?

W« o ow(g

If the answer to those questions is that we did not live up to your expectations in some way, [ am
dedicated to wnproving that situation and welcome any feedback you are willing to give

k]

=w@|=w < b3
i Zeichnen~ L& [AutoFormen~ N\ W [ O A ol £ 8] (& | &~ F- A= Eilj!
Seite 1 ab 1 11 Bel 6,3cm Ze 10 Sp 1 Englisch fUs  [G&f

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

: A4 standard+ 11pt = Times New Roman

wordMailMerge For MS CRM = || 5 Chonse CR
E 7% Choose CRM Data ez

L Create CRM Ackivity
& Sendas POF wher 19,

Dpen Template ...
enila

| Save Template ... %stsl lin

WordMailMerge Settings =1 __Iine

beel lin Ea Save Template

ssz__cit;,- @) Insert Mailhﬂerg% Fields
- -| gaddress]_cou Templates

% COpen Template

Insert MailMerge Fields

(office 2007)
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7. Enter the Name of the template in the following

OpenTemplate

Open template

Lk this Didog 1o ssdect a Word-Template fior your Mallaar e,

|

/ General

I My Tamnplates '

window:

aX X

Creseription

Save

Cancal

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

www.mscrm-addons.com
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Now open the MS CRM Web Client and select a contact

/= Kontakt: Vorname Machname - Windows Internet Explorer - | Ellll
@ = ﬂsueidﬂern und schliefien ﬁ]—:' = | aiEMalsenden | W | @ Nachverfolgen |‘__'__'/ Berichte = | L) Call Number | 2 printin Word "y Aktionen = @) Hilfe -
— kt: Vorname Nach
=5 7 Informationen

Details: £ Allgemein | Details | Verwaltung Motizen

%4 Informationen @

=] weltere Adressen Anrede [ | Telefon (geschaftich) 05506506060 |

[ aktivitaten Vorname * Vorname | Telefon (rivat) 04454545454 |

|_-é Histarie

Q;Jﬁ Fustzliche Kontakte Zweiter Vorname | | Mobiltelefon |06665484845 |

€8 Bezishungen Nachname * uachname | Fax [ |

@. ‘workflows
Position | | Pager | |

Vertrieb: B3

E ‘erkaufschancen UKuh:ég:nrdneter | |ﬁ| B | |

L& Angebote .

Auftrége WEmTY |@ Eurg |ﬂ|

Rechnungen Adresse

Service: E3 Adressname | | Postleitzahl | |

i‘].l Anfragen Strafe 1 | | Land/Region | |

B Wertrage

— Strafe 2 | | Telefon | |

Marketing: -3

] Marketinglisten Strafle 3 [ | Adresstyp | =l

|#¥ Kampagnen ort | | Versandart I =l
Bundesland/kanton | | Lieferbedingungen | =l

e —————S—S—S—S—S—S——————B—B—™—Ba.aa[LLaaaaaaaaaammmnnnS—————I——.—.—..........§§~“~
_............ e

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

& OpenTemplate

Open template

Use this Dialog to select a Word-Template for your MailMerge.

IKDntaI-d: j 18 |

ntact Reconnect -

ertificate
List of Accounts related to this Contact
|ELi._r.t of Contacts related to this Contact

Cancel |

oK |
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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.

3 Create a mail merge with one record

3.1 Features

With the Documents Core Pack 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 Documents Core Pack 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.

3.2 Prerequisites

Client:
Documents Core Pack Client Component for MS CRM 4

Server:
Documents Core Pack Server Component for MS CRM 4

www.mscrm-addons.com Page 10
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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 Documents Core Pack Add-On. So the name of the

button could be different.

/2 Kontakt: Vorname Nachname - Windows Internet Explorer ;IEIEI
U:‘ xi Speichern und schliefien |3 3 E-Mail senden Machverfolgen |27 Berichte + «1J Call Number Printin Word "7 Aktionen ~ (7 Hilfe ~
el |2 speichern und schlisfien (] | Isenden | ] | chverfolgen [ Berichte - | L) Call umber d ity Ak & Hife
87 Kontakt: Vorname NHachname
2 ‘| &4 Informationen

Details: 2 Allgemen | Detais | vernahung [ Notizen

18] Informationen ©

| Weitere Adressen Anrede [ | Telefon (geschatich)  [oseuss06050 [

LB Akkivitaten Vorname * |\fomame | Telefon (privat) |E|4454545454 |

L(‘g Historie

152 Zusatdiche Kontakie Zuweiter Yorname [ | mobitelefon [pessaasass |

£ Beziehungen Nachname * [nachname | Fax [ |

Gt WorkFlows
Pasition | | Pager | |

Vertrieb: =

[f werkaufschancen E::ggaeordneber | ‘ﬁl E-Mail | |

Y
|=4 Angebote )
S - Wahrung [ guro =

\j Rechnungen Adresse

Service: S Adressname [ | Posteitzahl [ |

el Anfragen StraBe 1 [ | Landegion [ |

@ Wertrage

- Strafe 2 | | Telefon | |

Marketing: -3

] Marketinglisten Strabe 3 [ | Adresstyp | =l

&P kampagnen ort | | Versandart | =l
Bundesland/Kanton | | Lieferbedingungen [ =1

Status: Aktiv -

,7,_’_’_,_,_,_ g Local intranet R100% - g

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”

2 Choose Word Template -- Web Page Dialog

Select Template
Yious have bo choces & bemplabe For the MallMsrgs,

Ganessl | My Templates

] Quote-Comma
4 Quate

——

(it ey SEES P ordMaiMen gaSarver fchaesatemplats, sspa o Ty a1 EJ Local intranst

If you receive the following ‘Security issue’, open the Installation Guide and go to
Chapter 1.4.1 (Installing the client component/Prerequests). There you will find a

description of what you have to do, to solve this issue.

www.mscrm-addons.com
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A Choose Word Template -- Web Page Dialog

WerdMailMerpe Add- On Brrer

Sﬂclll‘llf issue!
Please make a sereenshot and contact

supporti@imscrm-addons. com to solve the problem!

= Additional Information:

Active -3 calls are nat allowed!

To sobve this you have to add the orme-site bo your brusbed sites o
thee Iniberneet Op tions!

oan will find a detailed description of how to sohee this problem in
thee Word HallMerge docurmentation! 3
(I samn humars s bl b aslue Hhis lesss. b b Tk

Eal

[ wiedesholen | [ Zurack |

[tk fdenv-erin3- 5555 MhordilalMenge Server dhocs stemplabe, sepaoTypem| ‘_& Loscal invbr ik

www.mscrm-addons.com
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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.

ol | Katalog1 - Microsoft Word

Ansicht  Einfilgen  Format  Extras

Tabelle  Eenster

Frage hier eingeben

Test-_Quote

u.s.

Northwind Traders
567 Kennedy Boulevard

98291 Laredo

Streetl,
9985 City of your companz,

Austria.
Tel: +00 8880 9999,
it

WA TS E T3 A Ons £ o

¥our Reference:
Galf Erickson

Description

Unit Price (€

BK-REER-48

Road-450 Red, 48

A true multi-sport bike that offers streamlined
tiding and a revolutionary design,
Aerodynamic design lets you ride with the
pros, and the gearing will conguer hilly roads

1.650,87 9.905,82

[

Sub Total 9.005,82

Quate Digcount: 213,94

Packaging & Shipping: 775,52

Total Tax. 792,35

Total Amount for this invoice: 11.249,75

Fayment conditions: 2% 10, Met 30

Seite 1 ab 1 11 Bei 6,3cm Ze 1 Sp 1 MAK |AND | ERY  |UB| |Niederlandis

www.mscrm-addons.com
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3.4 Send as PDF

STEP 4 Selecting the Documents Core Pack 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 =]

WordMailvierge Settings

Change the default settings of Docurnents Core Pack,

General i About Diocuments Core Pack Licenze Info
W
Click here to
attach
FDF Printer: Microzoft Office Save as POF Add-n for 2007 Document as
PDF file

Default Directory for zaving the PDF-File:

(u]9 I Cancel

PDF Printer:
» MS Office Save as PDF Add-In for 2007 (free Download)
» PDF Creator (free Download)

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.

 wordMaiMerge for M5 CRM = | 7% Choose CRM Data | Create CRM Activity | [4 ] Send as POF || &)
(office 2003)

73 Vorlage dffnen f- Y o ?‘f\' —~ Kin |
N | o1 o (|| @ @ @
Vorlage speichern
X o CRM  CRM Aktivitd§ Als PDF | WordMailMerge Hilfe CEFM
W seriendruckfelder einfiigen || paten anlegen |senden | Einstellungen

Vorlagen MS CRM Daten Einstellungen Hilfe | Organisation

(office 2007)

www.mscrm-addons.com Page 14
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Step 6a: Click on “"Create CRM Activity”

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

™ WordMailMerge V. 4.0.2935.17 286

Do you want to create an activity ?

The Subject of the
activity you want to

Subject: create.

Iqun:nte

Options Choose the type of
Which activity type should be created? activity you want to
{* Letter = Email <= T Fax create.

¥ close activity after creation W Qutgoing ¥ attach document

Cancel | | OR\\ |

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

You only can attach the document to an ackivity after you saved ikl
Should WaordMailMerge save it For wou in the temporary folder?

If you click on “Yes” Documents Core Pack 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:

B Create Rl QE In this dialog it’s possible to

This Document is allready connected to choose whether you want to
CRM activity: create a new activity, add the

_—"| document to an existing
« activity or to replace the
existing attachment with the
new one

[ Create new activity with note attached

[+ fidd this document to the existing activiky

[ Replace document in the existing activiky

Cancel |

www.mscrm-addons.com Page 15
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Step 6b: Click on “Send as PDF”

This functionality needs the “Acrobat PDFWriter” , “PDF995” or “"PDFcreator”(since
DCP v4.0).
If none of this PDF Creators are installed you will get following message:

WordMailMerge PDF Reguirements

This Functionality requires

Acrobat F‘DFJ%ter( v, adobe, com 1 ar
POFIES] v, pdFS9S, com )

You will Find detailed infarmation in the install instruction document of WordMailMerae ar
write a email with vour geuskion to supporti@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 "Documents Core Pack for MS CRM 4”->
“Documents Core Pack settings” -> “Send as PDF”.

£} WordMailMerge Settings i [=]

WordMailMerge Settings

= of Documel

General PO etti About Documents Core Pack Licenze Info

FPDF Frinter: Microsoft Qffice Save az POF AddHn for 2007 j

Default Directory for zaving the PDF-File:

| =

0k I Cancel

www.mscrm-addons.com Page 16
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First you will be asked for the filename of the PDF you want to generate.

F'il_'llll.-ulu- for the PDF
Speichenn i [ [ Deshicp x| « @M@

\-‘b () Eigres Dassrs
i Arbeispluz

Speschem I
_fbiechen |

&
4
3
¥
g
Lof e

Step 6c¢: Result

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

/2 E-Maik Neu - Windows Internet Explorer =] S
@ =] E‘il Speichern und schiiefen h_: | 1senden 5 Aktionen ~ @) Hilfe -
E-Mail
| Neu
E-Mail Anlagen o
Van [§ crM Admin = e | = ©
. Qe E | ]
Betreff | |
p4 B F K U E=E = |Zi= | E&E 4 A A Vorlsge sinfiigen | | Wissensdstenbankartkel sinfiigen
test
Besitzer * [§ cRM admin =)
Dauer | 30 Minuten M Prioritdt |Normal ;I
— =
Kategorie | | Unterkategorie | |
oo o,
Done [ [ [ [ 3 Localintranet 0% v 4
Change to the “"Attachments”-tab and you will see the attached PDF.
www.mscrm-addons.com Page 17
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/2 E-mail: Information - Windows Internet Explorer -1 =l

g ?[’) A Ehsaveandclose [ & | [ Folowup | S3Send G ConvertActivity ~ | [k Tech Follow-up v2.0 [ Add Interest @ Printin Word <5, Actions ~ @ Help -

E-mail
Information
E-mail | Attachments
) Fiew EMiai Attachment | = | X
¥ | File Name ~ | File Size (Bytes) -}
MSCRM.pdf 144,909

o]

1of 1 selected. M 4Pagel b

oo e ————————— "
Done ’_ l_l_ l_l_ l_ g/ Trusted sites & 100% - 4

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.

/= Kontakt: Vorname Nachname - Windows Internet Explorer =] 3] I—

=] PNSDEiC /= Brief: quote - Windows Internet Explorer =10l x|
E ii‘) = ElSpewchem und schlieBen E Ed = R Nachverfolgen & Aktivitat konvertieren ~ % Aktionen - @) Hife -
Cog Brief
Details: quote

|82 Informationen =

L-_] Weitere Adressen Brief Motizen

5 aktivicaten 7@
L6 Histerie Absender |8 caMadmin [@] acresse [ |

% Zusitzliche Kontakke Empfanger (6] Vorname Nachname 3 Richtung ¢ Brochend & Ausgehend

Q Beziehungen
4 warkflows Betreff* |qum:e| |

Vertrieb: testtesttesttesttesttesttesttes
ﬁ Verkaufschancen
|_§ Angebote

|j Auftrage
Rechnungen
Service:

ﬂ—.l Anfragen

B Wertrage
Marketing:

@ Marketinglisten

@ Kampagnen
Bezug 8] Vorname Machname |ﬂ|

Besitzer * [§ cam admin z=]

Dauer | 30 Minuten Prioritat |Normal ;I
; Kategorie | | Unterkategorie ‘ |
javascript:ondick(); LI
I Ressourcencenter

stawsoffen
- T T Moamwe [woew -

www.mscrm-addons.com Page 18




Users’s Guide

Further more you see that your word document is attached as a doc or as a PDF
file.

Here an example for a.doc

QDI I (2 Speichern und schiisfen g} s Aktionen ~ @ Hiife -
| ——] Mot
E Notiz erstellt am 25.08.2009 14:50 von Mujkic, Semir
Motiz
Titel * |Noh'z erstellt am 25.08.2009 14:50 von Mujkic, Semir
test
Bezug test123 =l
¢\ Dateianlage
Dateiname: (C:\Users\smujkic\Desktop\testPDF. pdf [

Here an example for a PDF file

@ = EfjsaveandClose [ & iy Actions ~ @) Help -~
E— Note
m Notiz erstellt am 25.08.2009 14:50 von Mujkic, Semir
Mote
Title * |Noﬁz erstellt am 25.08,2009 14:50 von Mujkic, Semir
test
Regarding test123 l—a
<9\ File Attachment
File Name: [C:\Users|smujiic\DesktopltestPDF  pdf

www.mscrm-addons.com
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4  Create a mail merge with many records

4.1 Features

The Documents Core Pack 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)

e The Documents Core Pack 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.

e 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 Documents Core Pack and send it per Email to somebody.

4.2 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 Documents Core Pack.

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 ‘Documents Core Pack for MS CRM’.

: 44 Standard = lImes Mew R

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

—il

Create CRM Ackiviby
£| Send as POF

| Qpen Template ...

[
I i -
Save Template ... y Open Template
WordMailMerge Settings =i Save Tentplate
Insert MailMerge Fields .ﬂ Insert MailMerge Fields

I Templates (office 2007)
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i OpenTemplate - O] =|
Open template

Use this Dialog to select a Word-Template foryour MailMerge.

.J'-'c_l'llEhElt i g |
:
Description \ |
I@Qu-‘.}t&:
@QUDtEWithGFDUDiHQ

\ Choose an entity

List of templates for
this entity

Open Template Cancel |

Mew document 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

WordMailMerge Settings

=13l x

Change the default settings of Docurnents «

FDF Settings About Documents Core Pack, Lizenze Info

Account hd

| m—
< I lse hittp to open templates, > Mote: If you change this setting pou will have

to restart Microgoft Office wWord befare the
changes will take affect,

~ Default direction for documents added to CRM
iz "OUTGOING'

—Email zethings

SMTP Server:  |moss Securiby: IHDHE 'I

Drefault Directory for saving the templates locally:

Diefault closed letter status reason: |3 Datasource IHTML j"

| ] I 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 3128 Gty

1. November 2005 These are merge fields which
enames will be filled with the data from
caddress1_linel»

@iddiﬁidﬂiz» <4 MS CRM

caddress1_line3»
caddress1_postalcodes caddress1_city»
gaddress1_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 | @) !

Click on [Choose CRM Data]

o | e

|Ch::u:lse Create CEM  Send
CRM Data  Activity as PDF

Get MS CRM Data (office 2007)

Step 3: Search Window

Now the search window appears.

[ Search

MailMerge with Microsoft CRM Data.

t to mailmerge.

Genetal]- Saved Views I Search —Colurnns for MailMerge

findin:  [account -| <= Your selected Entity O] Account

- [¥] Account Name
HErmEs I 2 AT USRS - [ Account Nurnber
- [ Account Rating

| >

Field Condition Value D add 1e md . =
ress 1: ress Type

I d I LI I j - [#] Address 1: City

I LI I LI I LI - [ Address 1: Country/Region

I ;I I ;I I ;I -~ [#] Address 1: County

~[OAddress 1: Fax

- [ Address 1: Freight Terms
Account Mame Primary Cortact Main Phone [ address 1: ID

[0 Address 1 Latitude

- [ Address 1: Longitude

- [Jaddress 1: Name

- [ Address 1: Post Office Box

- [ address 1: Primary Contact Ne

All Columns your Template - Daddress 1: Shipping Method
. »D Address 1: State/Province
contains are checked [ Address 1: Street 1
i [l Address 1: Street 2
aUtomatlca”y' -~ [#] Address 1: Street 3
- [ address 1: Telephone 2
- [ address 1: Telephone 3
- [ address 1: UPS Zaone
- [ Address 1: UTC Offset

[ address 1: ZTP/Pnstal l."flnriﬁ
I11T¥

|~

Select Cancel |
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Step 4-A: Enter search criteria

Now enter the search criteria to find the Then click the [Search]
records for your mail merge.

Button to start the search

] Seak‘.h

MailMerge with Microsoft CRM Data.

.~ General Saved Views I

Search —Colurnns for MailMerge

Find in: Inccount ‘l

[ Account
Account Name

>

Rowecount:10

[HEmE) I * v ctive Recards - [ Account Number
Field Condition value ""D’chdw”t Ratindgd
"Account Narne j |Begins “with j |a LII O Qdd:zz: i gityress Type
I j I j I LI Address 1t Country/Region
Address 1: County
I ;I I LI I ;I [ address 1: Fax
- [JAddress 1: Freight Terms
Account Name Primary Contact hilain Phone [ address 1: 1D
A Bike Store Herbert Dorner 5550136 [ Aaddress 1: Latitude
Active Cyeling Adrian Dumitrascu 5550135 - [Jaddress 1: Longitude
Advanced Bike Components Darrius Stasevicius 2950162 - [Jaddress 1: Mame
Affordakle Sports Equipmert Paul Alearn 5550174 ‘[ address 1: Post Office Box
AIRBUS FM LM Kortaktairbus - [JAddress 1: Primary Contact M:
All Cycle Shop Mike Miller 555-0145 [ address 1: Shipping Method
Amazing sports store Jan Stoklasa 5550197 - [ Address 1: State/Province
Amuzing bikes ¥ Wiong 555-0131 Address 1: Street 1
Anather Bicycle Company Wwonne Mokay S55-0127 Address 1: Streset 2
Astonishing bikes Parul Shah 5550135 Address 10 Street 3
[ address 1: Telephone 2
- [ address 1: Telephone 3
- [JAaddress 1: UPS Zone
[ address 1: UTC Offset
1

A address 1 ZTPPastal Cade ¥
¥

|

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

- SavedYiews

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 —Columns for MailMerge

Type: Account 'l

Mew Edit Refrezh - [J Account

|>

Account Name

Mame

Only Hags
Only H*

[0 Account Mumber

[0 Account Rating

‘[ address 1: Address Type
Address 1: City

[ address 1: Country/Region
Address 1: County

- [J address 1: Fax

Account Mame

A Hike Store

Active Cycling

Advanced Bike Components
Aftordable Sports Eguipment
AIRBUS

Al Cycle Shop

Amazing sports store
Amuzing bikes

Another Bicycle Compary
Aztonishing bikes

Rowcount:10

Primary Cortact

Herbert Dorner
Adrian Dumitrascu
Dartils Stasevicius
Paul Alcorn

FI LI Kontakt Airbus
Mike hiller

Jan Stoklass

W Wong

Ywvonne Mokay
Parul Shah

- [J address 1: Freight Terms

ME[FRES - [Jaddress 1: 1D
555-0136 - [J address 1: Latitude
555.0135 - [J address 1: Longitude
555-0162 -[J address 1: Hame
555-0174 ‘[0 address 1: Post office Box
‘[ address 1: Primary Contact Me
555.0145 --[J address 1: Shipping Method
555-0197 - [J address 1: State/Province
555-0131 Address 1: Street 1
955-0127 Address 1: Street 2
555-0135 Address 1: Street 3

- [J address 1: Telephone 2

- [J address 1: Telephone 3

- [J address 1: UPS Zone

‘[0 address 1: UTC offset

-FA address 1: ZTR/Pnstal 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:

e If you create a really new Document

e if the you need some more/other columns or

e 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.

[ Search

MailMerge with Microsoft CRM Data.

ant to mailmerge.

>

Ledlefled

Find in: IAccount vl - [ Account
- [ Account Name
Field Condition Yalue ----Dnzzount Rati”dgd
e ~Oa 14 T
IAccount Mame LI IBEglns ith LI Ia O ress ress type
- [ address 1: Country/Region
I LI I d I - [ Address 1: County
- [ Address 1: Freight Terms
Account Mame Primary Contact hdain Phone - [JAddress 1: ID
Atffordable Sports Equipment Paul Alcorn 555-0174 - [ address 1: Past Office Box
ARBUS FM LM KortaktAirbus - [ address 1: Primary Contact M:
- [ address 1: State/Province
- [F] Address 1: Street 1
Astonizhing bikes Parul Shah 995-0135 - [ Address 1: Street 3
- [ address 1: Telephone 2
- [ Address 1: UPS Zane
- [ address 1: UTC Offset

General I Saved Views I Search —Colurnns for MailMerge
Mame: I IV Active Fecords [ Account Mumber
- [F] Address 1: City
| 5| | =l
- [ address 1: Fax
Hetbert Dorner ;. ] -~ [Jaddress 1: Latitude
cling Dumi - [ Address 1: Longitude
| Bike Components Carri B 1152 - [JAddress 1: Name
All Cycle Shop - [ address 1: Shipping Method
Another Bicycle Company vonne Mokay S95-0127 Address 1: Street 2
- [ Address 1: Telephone 3
A address 1: ZTR/Pnstal Cnde
|

|

Rowcount:10

Select Cancel |
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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'.

TN =N APE ﬁIHSEFtWDr’dFiEH‘Elﬁ B |H 4 1 bM G,
y *

£
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 Merge Field FEI
Insert:

() address Fields (%) Database Fields
Figlds:

name

address1_city
address1_county
address1_linel
address1_linez
address1_line3
address1_postalcode
id
LastItem

[Matu:h Fields...] [ 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.

www.mscrm-addons.com
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™ WordMailMerge V. 4.0.2935.17 286 Enter the subject of

Do you want to create an activity ? the letter activity.

Subject: Set the type of

Iqunte / activity.
—Options |

Which activity type should be created? Click this bUtt_Or} FO
& Letter ~ Email - Fax i create the activities.

¥ close actﬁty after creation utgoing [+ attach document

Cancel \ OK |

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 Documents Core Pack Add-

On created.
/2 Brief: quote - Windows Internet Explorer _ O] x|
@ = ElSpeidnem und schliefien ﬁ’_|_=' EI = B @ Nachverfolgen %Akﬁviiﬁtknnverﬁeren ~ iy Aktionen - @) Hilfe -
%; Brief
quote You see the created activity in
Brief | Notzen / the account form in the history
/ = |
Absender £ CRM Admin k Q)| Adresse | | et
Empfénger |5 Vorname Machname @ Richtung " Eingehend (¥ Ausgehend
Betreff * I |quote I |
This is the subject
you entered in MS
Word
Bezug [ vorname Nadrwane In the description the Documents
R 8 coraom Core Pack Add-On inserts the
: content of the Word template
Dauer | 30 Minuten M T =
Fallig T v ™
Kategorie | | Unterkategorie | |
b
Done ’_’_’_’_’_’_ q Local intranet H100% - g
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5 Generate a Newsletter and send it per Email

5.1 Features

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

5.2 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 | @) !

o Y gg
Cholinse Create CEM  Send

CRM Data  Activity 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.)

Then click the [Search]
Button to start the search

M Search

MailMerge with Mi

Use this Dialog © vant to mailmerge.

" General Saved Views I Search —Caolumns for MailMerge
Find in: Account - \ O acocount s
[F] Account Mame 1
Marme: | * v Agtive Records [ Account Number
. = [ Account Rating
|DD not allow Mails j ‘Dues Hat Equal j | j I 23:::22 i gt:::ress vee
| j ‘ j | j [ ~ddress 1: Country/Region
| j ‘ j | j [F] Address 1: County
[ ~ddress 1: Fax
[ ~ddress 1: Freight Terms
Account Name ¥ Primaty Contact Main Phone A O Address 1: ID
A Bike Store Herbert Dorner S55-0136 [ Address 1: Latitude
Active Cycling Ldrian Dumitrascu 555-0135 b [ ~ddress 1: Langitude
Advanced Bike Components Drarrius Stasevicius £55-0162 [ Address 1: Name
Affordable Sports Equipment Paul Alcorn 555-0174 [ Address 1: Post Office Bax
ARBUS FM LM KortaktAirbus [ Address 1: Primary Contact M:
Al Cycle Shop hike Mill=r 555-0145 [ ~ddress 1: Shipping Method
Amazing sports store Jan Stoklass 555-0197 [ Address 1: State/Pravince
Amuzing bikes ¥ YWiong 555-0131 Address 1: Street 1
Another Bicycle Company Ywonne Mcokay 555-M27 Address 1: Street 2
Astonishing bikes Parul Shah 555-01135 Address 1: Street 3
Basic Bike Company Allison Brown 555-0116 [ address 1: Telephane 2
Best o' Bikes Anna Bedecs 555-0135 [ Address 1: Telephone 3
Bicycle Accessaries and Kis Laurence Varlet 955-0171 [ Address 1: UPS Zone
Big-Time Bike Store Forrest Chand 555-01178 [ Address 1: UTC Offset
v A address 1: ZTR/APastal Cade 2
Rowcount; 132 < | __
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Page 29




Users’s Guide

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 Documents Core Pack uses
another field.

[ search

MailMerge with Microsoft CRM Data.

ant to mailmerge.

Genetall. Saved Views I Search —Colurnns for MailMerge

Find in: IAccount vl - Account

_ - [¥] Account Name
Marne: I ¥ Active Fecords O Account Number

- [ Account Rating

|

Field Condition Value O] add dd
p L) Address 1: Address Type
IDD nat allow Mails j IDoes Mot Equal LI I d Bl address 1: City
I LI I LI I LI - [ Address 1: Country/Region
I j I LI I j - [#] Address 1: County
[ address 1: Fax
- [ Address 1: Freight Terms
Account Mame ¥ Primary Contact Main Phone L]

- [ address 1: ID

- [ Address 1: Latitude

- [ Address 1: Longitude

[ address 1: Name

- [ Address 1: Post Office Box

- [ address 1: Primary Contact Ne
- [ address 1: Shipping Method

- [ address 1: State/Praovince

- [¥] 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: ZTP/Pnstal l."flnriﬁ 5 b

|~

Rowcount:132

Select | Cancel |

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

Step 4: Click CRM MailMerge

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

lm |
ol [ 2
|Crea e CR

Click [Create CRM Activity]

Choose L34 [
CRM Data  Activity as PDF
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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
Documents Core Pack 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.

¥ wordMailMerge V: 4.0.2935.17286 mll

vl

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

Check it if you want to
send the EMails.

Enter a Email-Address.
This is the FROM
address in the Email.

Subject:

Imail

—Options
Which activity type should be created?
 Letter {* Email " Fax
¥ close activity after creation Cutgoing

¥ =end the E-Mails v Wiﬁvs integrated securit
EMail-Address:

Isnmeune@example.cum A/A/

Enter the Username
and Password.

This user must have
the rights so send
emails for the email-
address given above.

User: Password:

Attachment:
IC:"-.D:::::urnents and Settingscrmadmint&pplication Data'\Microsoft\T

Cancel | 0K

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.
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6 Create a Mail with one record

Step 1: Make sure that the Documents Core Pack settings are set before you
create the document!

% wordmailMerge Settings O] =]
Wordrlailvlerge Settings
Change the default settings of Docurments Core Pack, This box
must not be
checked for

rq PDF Setings About Documents Core Pack Licenze Info ] glloscedure.

”Email zettings

SMTF Server IITIDSS SecLrity: InDnE VI

Default Directary for zaving the templates locally:

Default cloged letier status reazon; |3 D atazourze IHTML 'I

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

WordMailerge

Should \WardMailMerge autom. merge ko a new dacument,
If wou wank to create a letkerfax activity then click YES,
If you want to create an Email ackivity then click Mo,

- ho |

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

™ wordMailMerge V.: 4.0.2935.17286

Do you want to add an activity for every row you

selected?

Subject:

Make sure that
| the right box is

—Options

i Letter * Email

Which activity type should bM

clicked!

~ Fax

[+ close activity after creation

[¥ Dutgoing

¥ send the E-Mails

v Windows integrated securit

EMail-Address:

User: Password:

|

Attachment:

I +]
Cancel 0K |

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!

8 Choose Email field

Choose the Email field:

EBX]

createdon

freightamaLint

pavmenttermscode

quatkeid

dizcountamout

quotenumber

totalamont

totallineiternamount

totaltax

cohntact_contactid
contact_fullhame
cugtamend_accaunt_name
cugtamend_account_address]_city
customend_account_address1_county

Cancel

[E3

h'd
)

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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6.1 E-mail property

See: 12 Document Properties, Tabpage 2, Email

7  E-mail Delivery Report

After sending an email you will see a list of failed sent processes. 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. If you click on the link in the List the entity were
problems occurred will be opened. If the send process was not successful no
Activity will be created. You are also able to save the current view to an XML-file.

T DeliveryReportDialog

E-mail Delivery Report

This Dialog shows you information of the email

sending process.

hitps://ds-srv-01:5555/FP TMTitan Belease userdefined

f* Failed
i~ Succeeded

Details:

Send failed.

Tatal:
Successful:
Failed:

—t

Save report

www.mscrm-addons.com
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8 Documents Core Pack Settings Tabs

The following steps will describe the settings tabs :

{ ¥ WordMailMerge Settings
WordMailverge Settings
Change the default settings of Documents Core Pack,

'q FDF Settingz About Documents Core Pack _

”Email zettingz

SMTP Server:  |moss Security: Innne vI

Default Directory for saving the templates locally:

Default closed letter status reason: |3 Datazource IHTML vI

¢ The General Tab
This tab shows the general settings for Documents Core Pack:
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.

o 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.

e About Documents Core Pack

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.

B Suchen

Serienbrief Daten aus dem Microsft CRM auswahlen.

di Dialog u

Gener&

Saved Views
Tt

Suchen —Spalten fir den Serienbrief

- [ Adresse 1: Adresstyp
[ adresse 1: Breite
- [F Adresse 1: Bundesland/Kantor
- [ Adresse 1: Fax
[ adresse 1: 1D
- [F adresse 1: Land/Region
- [ Adresse 1: Lange
[ adresse 1: Lieferbedingungen
[ adresse 1: Name
- [ Adresse 1: Name des primare:
[ adresse 1@ ort
- [ adresse 1: Postfach
Adresse 1; Postleitzahl
Adresse 1@ Strafie 1
Adresse 1 Strafie 2
Adresse 1; Strafle 3
[ adresse 1: Telefon 2
- [ Adresse 1: Telefon 3
[ adresse 1: UPS-Zone
- [ adresse 1: UTC-Offset
[ Adresse 1: Wersandart
[ adresse 1: verwaltungsbezirk
- [ adresse 2: Adresstyp
- [ Adresse 2: Breite
[ adresse z: Bundesland/kKantor

. Madresse ?: Fax |
i) | >

>

Suchen in:

Narne: I v Aktive Datensitze

Feld Bedingung Wert

I El I
| =| | J=| |
I [ I

Firmenname Prim&rer Kontakt Telefon 1

Lel bl

|~

Auswahlen | Abbrechen

To choose the records by using saved views, we have to change to the register
[saved views]
The following window

Click here to create
a new query

[ suchen

Serienbrief Daten aus dem Microsft CRM auswdhlen.

Click here to change an

Genera}l/vm Suchen

existing quer
Type: IFirma ;I New | Edit | H*sh g q y
Naime Adresse 1: Bundesland/Kantor
test! Adresse 1@ Fax E
Adresse 1: ID
: Land/Reqgion
+ Lange
: Lieferbedingungen
[ Adresse 1
[ adresse 1 i
Firmenrame Primérer Hontakt Telefon 1 o fdresse 1 CIICk here to

refresh the window

Adresse 1
Adresse 1]

Adresse 10 Strafie 1
Adresse 1 Strafie 2
--[¥] adresse 1! Strafie 3
O adresse 1: Telefon 2
--[J adresse 1: Telefon 3
O adresse 1: UPS-Zone
[ adresse 1: UTC-Offset
O adresse 1: versandart
[ adresse 1@ verwaltungsbezirk
O adresse 2: adresstyp
[ adresse 2: Breite
O adresse 2: Bundesland/Kantor =

- adrrsse 7@ Fax =
1l | b4

|l

Auswahlenl Abbrechen |
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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 advanced Find - Windows Internet Explorer = | [m] 5'
@) Help ~
& &m @ Help
Find | Saved Views

[ save [gsave as @New | mj Edit Columns g} Edit Properties

% show Details

Activity Status Equals Open;Scheduled
Activity Type Does Mot Equal Bulk Operation

| Activity Parties (Activity)

Party Equals Current User

Col L [ Trusked stes (% -

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.
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/2 Advanced Find - Windows Internet Explorer

[
@ Help -

((A) Choose entity

Find Saved Views /
S

|l save ([ save g ew | [fT] Edit Columns g} Edit Properties

[ Hide Details | #7) Clear | [=] Group AND [ Group OR

My Activities -

Open;Scheduled

¥ Activity Status Equals
¥ Activity Type Does Mot Equal Bulk Operation
Select
-— Define search criteria here
T Party Equals Curr
Select

100% -

’_ ’_ l_ ’_ ’_ l_ [ Trusted sites [

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:

9 Query Properties —- Webpage Dialog
Provide Information for This View

Provide a name and description for this saved view. The name will be vig

Insert the name of the ,Saved
View" here

www.mscrm-addons.com

Name * ftest 4 |
Description filters all contacts that have been established last month
Write down a short description
about the "Saved View" here
1
[ o ][ e |
|http:,|'|flncalhnst:5555,I'Micru:usoftCRM,I'F\dvancedFindIQueryPran|gf Trusted sikes | A

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

M suchen

Serienbrief Daten aus dem Microsft CRM auswahlen.

Suchen |

Refresh

—5Spalten fur den Serienbrief

- [ abteiluna

[ adresse 1: Adresstyp
~ [ adresse 1: Breite

[ Adresse 1: Bundesland/Kantor —
- [ adresse 1: Fax
~ [ adresse 1: ID
~ [ adresse 1: Land/Region
~[JAdresse 1: Lange
~ [ adresse 1: Lisferbedingunaen
~ [ adresse 1: Mame
“ollsténdiger MName Telefon geschaftiich - Ol adresse 1: Name des priméare:
~ [ adresse 1: Ort

[ adresse 1: Pastfach
- [ adresse 1: Postleitzahl
- [ Adresse 1: Strafie 1
~ [ adresse 1: Strafie 2
- [ Adresse 1: Strafie 3
~ [ adresse 1: Telefon
- [ adresse 1: Telefon 2
~[Oadresse 1: Telefon 3
~ [ adresse 1: UPS-Zone
~ [ adresse 1: UTC-Offset
~ [ adresse 1: versandart

[ Adresse 1: Verwaltungsbezirk
~ [ adresse z: Adresstyp
M Adreasse 21 Rraite =
| | b3

3

|l

Auswahlenl Abbrechen |

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

B Suchen Click here to start the search

Serienbrief Daten aus dem Microsft CRM auswdhlen.

—Spalten fiir den Serienbrief
Fiefresh [ adresse 1: adresstyp
[ Adresse 1: Breite
[ Adresse 1: Bundesland/Kantor
I [ adresse 1: Fax =
; : ; n [ adresse 1: ID
List with all ,Saved Views adresse 1 Land/Region
[ adresse 1: Lange b |
[ Adresse 1: Lieferbedingungen
[ adresse 1: Name
- [ adresse 1: Name des primare
Firmenname Primarer Kortakt Telefon 1 - [# ddresse 1: Ort
Cargas Systems, Inc. T17-560-9928 ext 23 [ adresse 1: Pastfach
ETEC Stout, Phil 2815379750 Adresse 1! Postleitzahl
GEF-RIS AG Laotz, Hagen +49-5224-9713-60 Adresse 1: Strafie 1
Intertech Mc Cabe, Dan B51-394-3555 Adresse 1: Strafie 2
K Heathcare Solutions Daviz, Jim 314-966-46592 Adresse 1! Strafie 3
Kornerstone Technology Inc. [ adresse 1: Telefon 2
MewtelEszence wan Oostveen, Daniel +31 347 581100 [ adresse 1: Telefon 3
Permanwick Makors, Mark ~[adresse 1: UPS-Zone
RMS Consuttarts 01652 655111 [ adresse 1: UTC-Offset
TechniData IT-Services GmbH 0721-35280-0 [ Adresse 1: Versandart
- Adresse 1: Verwaltungsbezirk
[ adresse 2: adresstyp
[ adresse 2: Breite
[ Adresse 2: Bundesland/kantor
- Madresse 7: Fax ]
Anzahl:10 L] o | ]
Auswihlen | Abbrechen I
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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

Se 1 First choose your Marketing list:

4— Microsoft Dynamics CRM

Creating Letters using the Marketing lists

MNeue Aktivitit~ Neuer Datensatz+ | Wechselnzu~ Extras~ | IV + | i) Test | Lywebonly K/Both | 3} Emeiterte Suche g Hilfe -
Vertrieb Marketinglisten
%Leads
5 verkaufschancen [ nach Datensstzen suchen |£|  Ansicht: [Meine sktiven Marketingisten =
EF‘"“EL Fes | § [ | @ X | 4 schnelkampacne erctellen - | Weitere Aktionen -
o kontakte
Marketnglct | Mame = | Mitgledstypin M...| Zuletzt verwend...| Zweck | 2
—

Mithewerber S @ st Firma

Q Tb & stz Kontakt
IEI Wertriebsdokumentation 3 @ list3 Lead
|_& Angebote
|| auftrage
Rechnungen
%P schnelkampagnen
K;ﬁ Arbeitsbereich
I} vertrieb
% Marketing
88 service
| Einstellungen

1von 3 ausgewshit, M 4 5eitel b
ﬁkssmm'ter Me # A B € D E F 6 H I J K L ™M N O P Q R 5§ T U ¥V W X Y 2
= =

Done [ T [ [ teclintranet [® 0% - 4

Step 2 Once the Marketing list members have been defined simply press the

“print in word” button.

,f.:' Marketingliste: list1 - Windows Internet Expl-.<.

=lolx|

@Hﬁ.@a|@|@|;§l@- @ tilfe -
Markeﬁngliste:l;t-ll

# Informationen

=

Details: -3 Allgemein | Notizen |
T Informationen
@ Mitglieder der Marketingliste Mame ist Mitgliedstyp Firma =
@ Warkflows ek | |
Marketing: % Quelle | | Geandertam 14.01.2008 v
|§ Karpagnen
7 schnelkampagnen Wahrung & Furo )]
Kosten €| | Zuletzt verwendet am [
Gesperrt & Nein © Ta Besitzer * |£ CRM Admin |ﬂ|
Beschreibung dasf

e ————————————————
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Step 3 Select the desired Template and your Newsletter will be created!

B Open Template I ]

Open Template

Use this Didlog to select a Termplate for your MaiMerge,

Termplate Marme

Mewsletter to all contacts of this marketinglist

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

WordMailMerge V.: 4.0.2935.17 286

Do you want to create an activity ?

letter1 23321
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11

Relationships between Accounts and contacts

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

To define a Relationshi

p please execute the following

steps :

/= Contact: Alan Waxman - Windows Internet Explorer

P [ [ 9]
i@ Help ~

@Qﬂ@(ﬂ'éﬁ'@'@@"@@EE@@?@'

2

2

Contact: Alan Waxman
&3 Information

Details:
1% Information

General | Details | Administration | Notes |

@

D

=] More Addresses Salutation |Mr‘ | Business Phone |555-0159 ‘
o Activities First Name + |Alan | Home Phone | ‘
\__& History
L Syb-Conta Middle Name | | Mobile Phone | ‘
Last Name * |Waxrnan | Fax | ‘
....... TE y
G*i wiarkFlows |Pun:hasing Assistant | Pager | ‘
Sales: % Parent Customer ‘ﬂ| E-mail |somecne@example‘com ‘
ﬁ Opportunities Currency ‘@
L&) Quokes Add
|j Orders =
Invoices Address Name | \L ZIP/Postal Code |44912 ‘
Service: % Street 1 |:l36 Balboa Court | Col gaion |U'5' ‘
i‘ﬂ Cases
a ——— Street 2 | | Phone CI I c k
Marketing: k Street 3 | | Address Type I I . h A
4] Marketing Lists City |seattle | shipping Method | Relationshi ps
(& campaigrs State/Province [wa | Freight Terms | phd i
- A4
Done [ [ [ [ [ [ trustedsites 100w v
A\ H N7
Now you can open a “New Customer Relationship
/2 Kontakt: Vorname Nachname - Windows Internet Explorer 3l x|
@ el X speichern und schliefen (g} =§ | SdEMailsenden | Wl | |2 machverfolgen | # Berichte - | i) Call number B8 Printin word [y Aktionen - @ Hilfe -
8__ Kontakt: Vorname Nachname
=5 % Bezi
Details: ( & g | Q\@ | %
8] nfarmationen [~ /| Rale1 | Rolle 2 | Partei2 = -]
| =] Weitere Adressen s
|2 aktivitaten =
Ib Historie
% Zusdtzliche Konkakke
ﬁ Beziehungen
@é Warkflows
Vertrieb: *
ﬁ Yerkaufschancen
|_a Angebote
|j Auftrage
Rechnungen
Service: E
ﬂ] Anfragen
B Wertrage
Marketing: £
] Matketinglisten
@ Kampagnen
1von 1 ausgewshlt. H 4 3eite 1 F

s ————S—S—SSSSSSSS—————————————————
R R —————

www.mscrm-addons.com
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/= Customer Relationship: New - Windows Internet Explorer 10 x|

@ = () save and close i @ Heb -

Customer Relationship
c@ New
General

Current record: Create relationship to:

Party 1* |85 Alan Waxman

Role 1

4
Description 1 Description 2 /

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

[pone [ [ [ [ | [ trusted sites [® 10 ~ 4

After defining and saving the relationship click the print in word button and
choose your template!

/7~ Kontakt: Vorname Nachname - Windows Internet Explorer - |O 5'

w = ESpeichem und schliefen E = | 34EMailsenden | ] | @ Nachverfolgen E‘/ Berichte = | L Call Numbe L Print in Word ), Aktionen - @) Hilfe -

kt: Vorname Nach
& Beziehungen

Details: # | | 48 Neu: Kundenbeziehung | =§ |

85 Informationen W | Partei 1 | Rolle 1 | Rolle 2 | Parteiz v -
| =] Weitere adressen a =

[ aktivitaten e =

L& Historie

E"ﬁ Zustzliche Kontakke

Ggﬁ ‘Workflows

Vertrieb: 3
ﬁ Werkaufschancen

|§ Angebote

|j Auftrage

Rechnungen

Service: E
i‘ﬂ Anfragen

B Vertrage
Marketing: E3

'@ Marketinglisken
|#¥ Kkampagren

1von 1ausgewshlt.

M 4 Seite1 b
_
fvesapbondeds [ [ [ [ [ | Noames  [Room -,
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& Open Template
Open Template

t a Template for

[E_ﬂ Contact Reconnect - Gift Certificate
Eri_ﬂ List of Accounts related to this Contact
[_'-_"J_ﬂ List of Contacts related to this Contact
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Should you only want to show specific relationships go to:
File > properties>custom>Documents Core PackM2MCondition/Filter type and
replace the percent sign with your value.

Document? Properties

E

izeneral | Summary | Sktakistics Cu:untentsl Cuskom

Replace this sign
with your value

Mame: hardiMailtergemz M ondit
Checked by ”
Date completed
Department
Destination
Disposition hl
Type: |TE:>C|:
Yalue: |='Ii|<E' value="a%"1 == Filker =| |
Eroperties: | ame Yalue
WordiailMerge accounk
WwardiMailMergesutobewhoc kre
WardiaillergerziLisk L <link-gntit
WordMaillergeMzMListz <link-entit
WordMaillergeMzMListS <link-enkit
wordMailergerMziListd <flink-enti
wardiMailMergeMziMCondition <Filker byp
i
< *
(04 l [ Zancel

www.mscrm-addons.com
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12 Document Properties

12.10verview

What are the Document Properties?

To give DCP 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 Documents Core Pack for MS CRM / Insert
MailMergefields. Press on the Button “"Document Properties”.

Insert mailmerge fields [x]

Insert mailmerge fields

ialog to insert mairmerge fields into your

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

~#4/H Phone b
- ABM

-~ Aocount B alance n
-~ fddress 1: Addrezs Tepe

-~ Addreszs 1: Country/Region

-~ Addreszs 1: County

CoMddress 1: Fax

Lrldrass 1 Freight Temnms

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

IUse this Dialog to addfchange ExtraEntites (1:M and M:M relationships) and the
docurment properties,

E ztra E ntitiy I D'ocument Properties

Select Extrak ntity: || ﬂ MHew 1
R elationzhips: | J

E xtraE ntiy

b airentity:

Dizplayname of Subentity:

Subentity:

|

|

|
surprezs b ainentity: [ |

EntitiesE xtraCurve

Subentity:

b airentity:

|
Fareign F.ey to Mainentityt: |
|
|

Aliaz [optional);

E wtraE nitity

Delete | Apply Cancel

WM 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 dont 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:DCP Properties Groupbox

* ExtraEntity: This DCP-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 x|

v ancl MM relatio 1 and the

SubFalder Marme: I _I

CustomFalder Manme: | _I

AutoCreateCR Meactivitg ;I |

Fetch: ;I _I

Open FetchGenerator

Send as PDF - Attachment:

[

[fwou added a new ExtraEntity pleaze dont'tforgetto press [dpply] before vou
prezs [Bpply to document]!

Cancel | Apply bo docunment |

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

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

If you just select one Row (of Contact, Account, a.s.0.) DCP automatically merges your
Template into a doc. Sometimes you don't want DCP 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 Documents Core Pack 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 Documents Core Pack 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.

X SORT:
tells DCP 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)

* Documents Core Pack:

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 CRM-fields haz to bin included via Ficlds |

<<fieldnames >, Additional text could be added with text',

Functions: " poslepl" will inzert y zignz from the =th position.
" left[=]" will inzert the first & - zsigns
" right{=]" will inzert the lazt & zigng of the string

Eramples: << Companynames: x>+ '+<<quatenumber s
returnz "MSCRM-Addonz. com 1234567393

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

returng "MSCARM-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 letterFax activiby then click YES.
If wou want ko create an Email ackivicey then click MO,

And you also do not need to disable “"Automatically merge to new document” under the
“Documents Core Pack 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.

* AutoCreateCrmActivity: Since DCP-Client version 4.32 it is possible to define options
for the automatic creation of CRM-Activities.

CRM Activity Default Options x|

Define the default Settings for the automatic
creation of CRM Activities

" Fax

W Close Activity after creation [~ Save as PDF
W Outgoing v attach document

Apply Cancel Delete

Configurable settings:

o Activity type: Letter, Email or Fax activity

e Close activity after creation: if checked the activity will be closed and therefore
appear in the history-section of the regarding CRM record

e Outgoing: specifies the direction

e Save as PDF: the attached document can be saved as standard MS Word - .doc or
.pdf

e Attach document: specifies whether the document should be attached to the
activity. If unchecked, the content of the document will appear in the activities-
description only.

All settings defined in this section will take effect when clicking the “Create CRM-activity”
option. Therefore most settings can be pre-configured for users who work with this
template.

ADDITION: Furtheron it is possible to completely automate activity creation via macros.
Therefore a macro has to be added as described in:
http://support.mscrm-addons.com/default.aspx?KB=10762

Within the function “"DocumentsCorePackMacro()” you will have to place the following
line:

CommandBars("www.mscrm-addons.com Toolbar").Controls(3).Execute

If well configured, users just have to press the “Print in Word” button on the regarding
CRM-record. DCP will merge the document, create an activity and close Word if needed
without any necessary user-interaction.

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 — paths

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

1) Documents Core Pack 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 » signs from the sth position.
" leftx]" will inzert the first « - zigns
" right[x]" will inzert the last » zigns of the sting

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

£ < companyname: >+ Mo +<<guotenumbers > |eft5)

returnz "MSCRM-Addons Mo 12345"
Cancel I k. 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 :

e 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:

LOMmpetntor Folder | %] (OETaum)
Contact Falder | i] Wwhev-crm3ywWordMailMergeDocumentshCantacts
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.

Dacument Marme: |<<firstname>>+'-l3ift Certifizate’ |
SubFolder Mame: |<<fullname>>+'-dncuments' |
e Result:

The settings described above result in following document path on the

fileshare
The root folder defined on in the Server-
configuration.
-4
_{ WHM-Documents -

= L wordWaiMergeDocuments
) {afd46ede-9de1-dal 1-8F5c-0003FF714530
[ account
= [5) Contacts
FI) Adrian Durmitrascu 38EBUBE1E-525E-4 130
= |3 Bob Gage {40547 A7-3386-4040-B0C2-

i BDbGage-chum@ts\

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.

e 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 Documents Core Pack Server configuration.

LOMmpetitor Falder | %] (OETauIT)
Contact Folder | i] WhwOev-crm3vwordMailMergeDocumentshContacts
rantract Faldar | w2 fdaftanlty

¢ 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:

Createdctivitiesfar; |n::n:nnta-:t,n::ustu:nmerid_c:c'nta-:t_c:n:-ntac:tid J

Document Marme: |< <names »+-'+< < quotenumber: > I_I

SubFaolder Marme: |< <oustomend_contact_firstnames »+-QUOTES J
e Result:

The root folder defined on in the Server-
configuration.

: FOGCamens ™
= & WordMailMergeDocuments
[T {afd4tede-9da1-dal 1-6F5c-0003FF 714530
IC2) account
= | Contacts
1) Adrian Durmitrascu SAEBOETIE-025E-4 150
= [5) Bob Gage {20347 A7-3366-4040-B0C2-
IC2) BobGage-docurnents

0 @ Test-QUO-01005-LMITPEAA, doc
IMicrosoft Office Word 97 - 20,

43 KB

) Bob-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 relationships)

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 "Documents Core Pack for MS CRM”->"InsertMailMerge
fields” and choose the entity you want to define a relationship for.

Insert mailmerge fields
Insert mallmerge fields

Choose the entity you want to define
teh relationshop for.

Select type: Account -

Figlds: Diocument Properties |

Click on “Document poroperties

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

Document Properties
Document Properties

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

ExtraEnlili}l[ Document Properties I

Select Eutrak ntity: I ;I 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 straE ntity: I

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

Lkl

If you added a new ExtraEntity please dont't forget to presz [Apply] before vou
prezs [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.

ExtraEntitiyl- Diocument Properties l

Select ExtraE ntity: | Mew

=
Relationzhips: | j
-

E xtraE ntity Account_H ew_frh_entltle-:s_
account_contracts_az_biling_custome [
M ainentiby: opportunity_primary_accounts

accaunt_parent_account —
account_rnaster_account
Subentity: Account_Appointments

-:Il_ll::l:lLH'It l:lfleffE:
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 ntiy

I airieritity: |

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

Subentity: |

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

M airentity: |

Aliaz [optional]: |acu:u::untu::rders
E straE mtity

Delete | Apply | Cancel |

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 DCP properties you can see and check the data again.

‘WMM Propertes

E utraE ritiby: |acmunt-[lrders-salesnrder-

E rntitiesE straCurve: |,salesnrder-ac:-:n:nuntid-ac:n::n:nunt-an::n::n:nuntn:nru:lers

M2MList: |

MzMCaondition: |

Ll

If vou added a new ExtraEntity pleasze dont't forgetto press [Apply] before vou

presz [Bpply in Document]!

Caricel

Apply to document

If everytihing is OK we can finish 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

Insert mailmerge fields

LIz this Dialog to insert malmerge fislds into your

termplate.

Select lype: |.-'1'-.-:|:|:-unt

Fields:

El

Diocument Properties |

Web Site

YWeb Small Companies
Created By

b aster D

b odified By

+-[F-[FH-[E

All Orders Received
All Orders Sent
AMPCI Contract ID
AMPCI Dealer ID
AMPCI Planner 1D
AMPCI Sales 1D
Balancefmount

Bill To Addreszz ID

Bill Ta City

Bill To Contact Mame
Bill To Country/Region
Bill To Fax

Bill To Mame

Bill To Phone

Bill To State/Province
Bill To Street 1

Inzert

-~

[ £

Cloze

3
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Documents summary & LineltemCount

Documentation on how to activate and configure both of the following points can
be found in our implementation guide for Documents Core Pack 4.0 (server).

12.4 LinltemCount

With LineltemCount enabled (configuration see Implementation Guide chapter
1.3.5), the number of related records is shown within the side-menu in CRM.

I-. ‘i‘* H .,‘f—l'lSave and |
)

»

Details:

iy

;_} Information

=] More addresses
|2 Activities

Lﬁ) Histary (9

lo5 Sub-Accounts

<] Contacts {4) g
@ Relationships

“# Email Preview

The number of related
e.g contacts (4) is

directly shown in the
o Dacurment Summary menu.

@ File Explarer Docu.,.
G,,g Warkflows

sales:

[ Cpportunities
|53 Quotes (3)
|2F Orders (1)
|j Invoices

g
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12.5 Document summary

Enables you, to show up documents saved to related records within CRM.
With Document-summary activated (configuration see Implementation guide
chapter 1.3.6) you'll see a new navigation item in the side menu.

/2 Account: A. Datum Corporation - Windows Internet Explorer =1O] x|
I{;_“H = E!ll Save and Close Lh'_|-=“ = | IjﬂSend E-mail | I | g’ FollowLp E:/ Reports ~ % Actions ~ @) Help ~
€
—RDc Account: A. Datum Corporation
v__. & Document Summary
Details: A1 0 show empty entises | Glflemn, SRdafallll whenvouhaxa R SlaRdRNIICS RN ONGRE5:,
ﬁ Information
= More Addresses -] Addresses (2) empty tree nodes.
[ activities -8 Contacts (11)
| History [#-185] Leah Clelland
léé Sub-Accounts [ |85 Leonor Marques
8= Cortacts [-{85] Shiraz Cupala
% Rflatiin?hjpf X F1-185] Domenic Koeplin
|-" I [#1-185] Don Hall
o EEEETE SR (#1185 Ekaterina Podkolzina
(-85 Jyoti Kulkarni
ument, & - 18] Migue! Severino Select a record in the tree to see the documents
Lj: Opportunities (1185 Neil Charney of the record
& Quetes (1185 sanjay Shah
24| Orders
Ij Invoices []--@_5‘] Jon Morris
Service: 2~ You,can expand the
i]] Cases Contacts-Node to show. ug,
ﬂ Contracts allrelated.contacts
Marketing: -3
"ﬁl Marketing Lists
@ Campaigns
Status: Active
httpiflocalhost 5585 MicrosoftCRM/sfafacctsfedit aspxzid={D04D44a0-36000ct- | | | | [ [ [.7 Trusted sites [# 100 - 4

You can click on a e.g contact to see the documents to this record.
The right click menu on each node provides the opportunity to open up the entity
or expand/collapse the tree.

._.:'.] Addresses (2) Titan Lab Site Welcome Syst=2d
-85 Contacts (11) S -
-8 Leah Ci¢ rﬁ Titan Lab Site |This List: Documents Core Pz
4 Open
-84 Leonor E
.18 shi Expand — Titan Lab Site = Documents Core Pack
g jShlrazC [ _] A-37D0-DC11-AA32-0003FF33509E)
[l-8=] Domeni = ]
£l Don il Documents Core Pacl
-85 Ekaterina Podkolzina View All Site Content Mew + | Upload - | Actions ~ S
-8 Jyoti Kulkarni Documents Type Name Modified
-5 Miguel Severino D @pEies There are no items to show in this view of the
[ 5] Meil Charney = Documents Core Pack create a new item, dick ™Mew” or "Upload” abe
(-85 sanjay Shah = DCP Templates
-8 Jon Marris Lists
Discussions
Sites
People and Groups
2] Recycle Bin —
-
1| | 3

The tree is recursive. This means, that you can expand the tree downwards till
you don’t have any related entities. E.g. open an account, expand the contacts,
expand the invoices of a contact and so on.

Additionally, all the documents can easily be opened via double-click from within
the Document Summary
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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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