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IMPORTANT YOU MUST READ AND AGREE TO THE TERMS AND CONDITIONS OF THE
LICENSE BEFORE CONTINUING WITH THIS PROGRAM INSTALL.

APPS 365 LTD End-User License Agreement ("EULA") is a legal agreement between you (either an individual or a single

entity) and APPS 365 LTD. For the APPS 365 LTD software product(s) identified above which may include

associated software components, media, printed materials, and "online" or electronic documentation ("SOFTWARE PRODUCT"). By
installing, copying, or otherwise using the SOFTWARE PRODUCT, you agree to be bound by the terms of this EULA. This license

agreement represents the entire agreement concerning the program between you and APPS 365 LTD, (referred to as

"licenser"), and it supersedes any prior proposal, representation, or understanding between the parties. If you do not agree to the terms of this
EULA, do not install or use the SOFTWARE PRODUCT.

The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well as other intellectual property

laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.
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Current Version for SharePoint Online

m Version Approved Compatibility

SharePoint Document  SharePoint Document and SharePoint 2019 Server
and Mail Merge Mail Merge Version 6.0.0.0
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Introduction

SharePoint Document and Mail Merge is the simple, fast, and clean way to merge SharePoint list
data into predefined Word, Excel and PowerPoint document templates with NO CODE! Also, merge
multiple Word or PowerPoint documents to a single document from within any SharePoint
document library!

Define Word and/or Excel and/or PowerPoint templates, store them in document libraries or
access them from a drive location, then easily merge those templates with data from SharePoint
lists. Automatically generate and output the populated documents to a user specified SharePoint
document library.

Select multiple SharePoint list items or Bulk Merge an entire list. A document for each list row
(based on your selected template) will be automatically created and stored with a customisable
file name to be easily identified.

Select multiple Word or PowerPoint documents to merge to a single Word or PowerPoint
document from within a document library. The selected documents will be automatically appended
in the order selected.

Mail Merge your SharePoint list data for automatic sending of email with the contents of your
SharePoint list data. You can even generate a document and then send this via email to a
predefined email template with the contents of the email populated for a SharePoint list.

How does SharePoint Document and Mail Merge Work?

After you have installed SharePoint Document and Mail Merge, the Document Merge Option will
now be available for list items and Word / PowerPoint documents within document libraries.

Create your Word, Excel or PowerPoint document template/s with the layout as required. Use the
List Column Internal Name as Merge Field Name (Word) or Place holder (Excel, PowerPoint) where
you want the list data to appear in the document template.

With SharePoint Document and Mail Merge you can now automatically create documents from
any list for any predefined document template directly from the Ribbon Menu (SharePoint
Document and Mail Merge) or list items Context Menu.

Create a selection of merged Documents by selecting multiple list items and clicking on the “Merge
Selected Items” option from the Ribbon Menu or utilise the “Bulk List Merge” to automatically
generate a document for the entire list.

Customise the file name and specify the SharePoint document library to store the automatically
generated merged documents, you can even automatically create an accompanying PDF
document.

Select the email option to send the merged document
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SharePoint Document and Mail Merge Uses:

Do you collect customer records, financial data, order information, or any other important business
data in SharePoint lists? With SharePoint Document and Mail Merge you can swiftly merge this
data into Word and Excel document templates with absolutely no coding!

Generate contracts, personalised letters to prospects, marketing materials, personalised policies,
quotes, invoices, financial reports, project status reports, Presentations and get your SharePoint
list data in Word, Excel and PowerPoint where you can really work with your data.

SharePoint Document and Mail Merge Benefits and Features

v' Merge any SharePoint list data into Word, Excel and PowerPoint Templates with NO CODING!
v Fast, save data entry time and increase productivity.

v' Very easy to install. Very easy to use, no training required.

v Tightly integrated into SharePoint. Easy access via Ribbon Menu and Iltems Context Menu.
v Simple Template Creation using Merge Field (Word) or Placeholders (Excel, PowerPoint).

v Display Images for Image Hyperlinks (Word).

v Specify output SharePoint document library and customise document file names.

v" One clicks automatic creation of multiple Merged Documents.

v Merge multiple SharePoint list data into 1 Single Word Document (Choose to merge multiple

Word documents to 1 single document).

v' Merge multiple SharePoint list data into 1 Single PowerPoint Document (Choose to merge
multiple PowerPoint documents to 1 single document).

v" Merge multiple Word documents into a Single Word document from within a Document
Library.

v" Merge multiple PowerPoint documents into a Single PowerPoint document from within a

Document Library.

Rich text support for Word.

Export to pdf function for Word and Excel.

Support for Inserting Images in PowerPoint.

Repeated rows for Word & Excel from related list's items (with lookup field).

Options to target file names and to overwrite Documents.

Pre-set Configuration Settings.

Mail Merge options.

Send Mail after Document Merge processing with link of merged document/s.

2 options to send mail (via Outlook and SharePoint).

Excellent UK based support!

AN N N N N N NN
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SharePoint Document and Mail Merge
Installation (SharePoint 2019)

Types of License

SharePoint Document and Mail Merge is made available from the SharePoint Document Merge
web site ( https://sharepointdocumentmerge.com ) from where you can decide to choose the
most appropriate License Type. Once you have selected the required License Type and created
an account you will be able to log in and download the installer and a License Key.

Below is the list of SharePoint Document and Mail Merge License Types;

Trial

e The Trial can only be applied to one Site per farm.
e The Trial will expire after 15 days.
e You cannot install a Trial License, if any other License Type is already installed on that Farm.

Site Collection

e The Site Collection License activates SharePoint Document Merge functionality to all of the
Lists within a specified SharePoint Site Collection (e.g. site including its sub sites).

o If the Site Collection License is installed, then you will not be allowed to install any other License
Type on that Site Collection.

e It will upgrade a lower License Type if already applied on the given SharePoint Site (e.g. Trial
License, Single Site License and Single Site List License)..

Single Site

e The Single Site License activates SharePoint Document Merge functionality to all lists within
the Site to which it is applied.

e If a Single Site license is already installed, then you will only be able to install a higher version
License Type (e.g. Site Collection).

e It will upgrade a lower License Type (e.g. Trial Version, Single Site List Version) if already
applied on the given SharePoint Site.

Installing SharePoint Document and Mail Merge

Installation of SharePoint Document Merge is a simple affair and can normally be completed by a
SharePoint Administrator in a matter of just a few minutes. SharePoint Document Merge is
provided as a very lightweight, deployable solution file (WSP) and accompanying Installer to make
the installation process as simple as possible.

Once you have downloaded the zip package and the correct License Key from the SharePoint
Document Merge web site (https://sharepointdocumentmerge.com) installation can begin. Copy

SharePoint Document and Mail Merge 2019 Manual
©2022 SharePoint Document Merge (APPS 365 LTD). All rights reserved.



https://sharepointdocumentmerge.com/

DOCUMENT MERGE @ '

and unzip the package onto the SharePoint WFE or Application Server (This is your choice- once a
solution is deployed, the timer job will propagate the changes to all other servers).

The unzipped package contains the following files.

&] SharePointDocumentMerge_License.pdf
i;& setup.exe

=| README.txt

@ DocumentMergeSetup.msi

Run the “setup.exe”. This will initiate SharePoint Document Merge installation wizard.

ﬁ SharePoint Document Merge

Welcome to the SharePoint Document Merge Setup
Wizard

The installer will guide wou through the steps required to install ShareFaoint Document kMerge an ywour
computer.

WARMNING: This computer prograrm is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it may resultin severe civil
or ctirninal penalties, and will be prosecuted to the maximum extent possible under the law.

< Back Mext » Cancel

Click on the “Next” button.
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This will allow you to select path where you want to install SharePoint Document Merge and
whether the installation is just for current user or all the users.

Make the desired selection and click on the “Next” button to proceed.
ﬁ SharePoint Document Merge —

Confirm Installation

LA

The installer is ready to install ShareFPoint Document kerge on your computer.

Click "MNext" to start the installation.

< Back = Cancel

Click on “Next” to confirm Installation. Next you will see the License Agreement screen. Read this
agreement and only if you agree- Check the “l agree” option and then click the “Next” button.
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After you click “Next” the installation process will begin, once installation is complete you will get
the following screen stating that the SharePoint Document Merge has been successfully installed.
Click on “Close”.

ﬂ SharePoint Document Merge -

Installation Complete

SharePoint Document Merge has been successfully installed.

Click "Close" to exit.

Flease use ‘Windows Update to check for any critical updates to the MET Framework.

< Back Close Cancel

The Installation process will create the SharePoint Document Merge shortcut icon on your desktop
as shown in below.
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SharePoint Document Merge Deployment Form

SharePoint 2019 Document and Mail Merge

License Key*
SiteUrl*
UserName*
Password™

Domain®

Installation Mode* filine —

J1Cates the reguirea melas Connect

‘ Renew ApplyDocument Merge l Install ‘ | Uninstall ‘ Close

Activating and Installing SharePoint Document Merge

There are four conditions that may occur while installing any of the SharePoint Document Merge
License Types.

1) The SharePoint Document Merge License is “Not Activated and Not Installed”. This indicates
that the Ribbon and Context Menu is not created and the .wsp files are not deployed and not
activated.

SharePoint Document and Mail Merge 2019 Manual
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2) The SharePoint Document Merge License is “Activated but Not Installed”. This indicates that
the Ribbon and Context Menu are created on a specific list or all lists within a Site/Site
Collection but the .wsp files are not deployed and not activated. This situation will occur if the
user closes the SharePoint Document Merge Deployment Form installer without completing
the installation.

3) The SharePoint Document Merge License Type is of a “Higher License Type” and a License is
already installed and activated.

4) The SharePoint Document Merge License Type is of a “Lower License Type” and a License is already
installed and activated.

Site Collection License

Complete the SharePoint Document Merge Deployment Form with the required values and then click on
the “Connect” button. This will determine the License Type.

SharePoint 2019 Document and Mail Merge
License Key* 1e75977f2b8d65f76fB53aaa12356d9b96f957815a9981a019bae7f298391 1 of
SiteUrl* http://sp2019192:44888/
UserMName=® hp
Password*® Rk
Domain® psspll
Installation Mode* ffline v
JiCates the reguiraa reias Connect
License
Single Site L
Single Site
ite Col n
Renew ApplyDocument Merge ‘ Install ‘ ‘ Uninstall Close

SharePoint Document and Mail Merge 2019 Manual
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If the License condition is “Not Activated and Not Installed” then it will enable “Apply SharePoint Document
Merge” button, click on “Apply SharePoint Merge Document” to activate the License.

License

I ® Site Collection I

Renew ApplyDocument Merge st all Lininstall Close

After successful activation “Install” button will be enabled click on “Install” button to install the License.

Renewr ApplyDooument Merge Install Uninmstall Close

After successful installation click on “Close” to close the form. SharePoint Document Merge is now installed
to the specified SharePoint Site Collection!

Renew ApplyDocument Merge Install Uninstall Close

Successfully installed

* Installation conditions for a Site Collection License:

If the License condition is “Activated but Not Installed” then it will enable “Install” button only, click on the
Install button to install the license.

If the License condition is of a “Higher License Type” then for Site Collection License you will receive a
message that you are unable to upgrade- as this is the highest License Type.

If the License condition is of a “Lower License Type” (Trial, Single Site, Single Site List) prior to the Site
Collection License Type being applied you will receive a prompt to confirm the Upgrade.
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Single Site License

Complete the SharePoint Document Merge Deployment Form with the required values and then click on
the “Connect” button. This will determine the License Type.

- X
SharePoint 2019 Document and Mail Merge
License Key™ 1e75977f2b2d65f76f8532aa12356d9b96f95781529981a019bae 7298391 1af
SitelUrl* http://sp2019192:44888/
UserName* hp
Password=® R
Domair™ psspl|
Installation Mode* filine -
dicate e required fields Connect
License
Single Site List
Single Site
Site Collection
Renew ApplyDocument Merge Install Uninstall Close

If the License condition is “Not Activated and Not Installed” then it will enable “Apply SharePoint Document
Merge” button, click on “Apply SharePoint Merge Document” to activate the License.

SharePoint Document and Mail Merge 2019 Manual
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Single Site List

License

Renew ApplyDocument BMerge Install Uninstall Close

After successful activation “Install” button will be enabled click on “Install” button to install the License.

Renew ApplyDocument Merge Install Uninstall Close

After successful installation click on “Close” to close the form. SharePoint Document Merge is now installed
to the specified SharePoint Site!

Remnewr ApplyDocument Meige Install Uninstall Close

Successiully installed

* Installation conditions for a Single Site License:

If the License condition is “Activated but Not Installed” then it will enable “Install” button only, click on the
Install button to install the license.

If the License condition is of a “Higher License Type” for Single Site License Only Site Collection License will
prompt to Upgrade- as this is the higher License Type. If Trial, Single Site List License Type are already
installed within the specified SharePoint Site you will receive a message that you are unable to upgrade.

If the License condition is of a “Lower License Type” (Trial, Single Site List) prior to the Single Site License
Type being applied within the specified SharePoint Site you will receive a prompt to confirm the Upgrade.

Trial (Single Site)
Complete the SharePoint Document Merge Deployment Form with the required values and then click on
the “Connect” button. This will determine the License Type.
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SharePoint 2019 Document and Mail Merge

SiteUrl* http://sp2019192:44888/
UserName* hp
Password* ool
Domair® psspl|
Installation Mode* ffline -
gJicate e regquired ne Connect
License
Single Site List
Single Site
Site Collection
Renew ApplyDocument Merge Install Uninstall Close

The Trial License can only be applied to one site per Farm. The Trial will expire after 15 days

If the License condition is “Not Activated and Not Installed” then it will enable “Apply SharePoint Document
Merge” button, click on “Apply SharePoint Merge Document” to activate the License.

License

Single Site List

Site Collection

Renew

ApplyDocument BMerge Install

Uninstall Close
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After successful activation “Install” button will be enabled click on “Install” button to install the License.

Renew ApplyDocument Merge Install Uninstall Close

After successful installation click on “Close” to close the form. SharePoint Document Merge is now installed
to the specified SharePoint Site!

Renew ApplyDocument Merge nstall Uninstall Close

Successfully installed

* Installation conditions for a Trial (Single Site List License):

If the License condition is “Activated but Not Installed” then it will enable “Install” button only, click on the
Install button to install the license.

Renewing a SharePoint Document Merge License

To Renew vyour SharePoint Document Merge License Type, visit your secure members area
(https://sharepointdocumentmerge.com) and obtain your License Key. Contact us for offline activation.

Complete the SharePoint Document Merge Deployment Form with the required values and then click on
the “Connect” button. This will determine the License Type, in this case Renewal.

SharePoint Document and Mail Merge 2019 Manual
©2022 SharePoint Document Merge (APPS 365 LTD). All rights reserved.




DOCUMENT MERGE ) ‘

- X
SharePoint 2019 Document and Mail Merge
License Key* 1e75977f2bBd65f76f8532aa12356d9b96f95781529981a019bae 7298391 1af
SiteUrl* http://sp2019192:44888/
UserName* hp
Password* i
Domain* psspll
Installation Mode* ffline -
ndicates the required fields T
License
Single Site List
Single Site
Site Collection
Renew ApplyDocument Merge Install Uninstall Close

Click “Renew”. SharePoint Document Merge functionality is enabled.

License

SharePoint Document and Mail Merge 2019 Manual
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After successful renewal click on “Close” to close the form. SharePoint Document Merge functionality is
enabled.

License

Merge Install Unirsstall | I Cloge |

Successfully Renewed.
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SharePoint Document Merge Uninstallation
(SharePoint 2019)

The Uninstallation process will remove SharePoint Document Merge form your SharePoint environment.
Open the SharePoint Document Merge Deployment Form.

g

Complete the SharePoint Document Merge Deployment Form with the required values and then click on
the “Connect” button. This will determine the License Type.

SharePoint 2019 Document and Mail Merge
License Key* 1e75977f2b8d65f76f853aaa12356d%b96f95781529981al019bae7f298391 1 af
SiteUrl* http://sp2019192:44888/
UserName* hp
Password® e
Domain*® psspll
Installation Mode* filine -
JiCates tne reguireg neias Connect
License
in site L
Single Site
ite Coll n
‘ Renew ‘ ApplyDocument Merge | Install l l Uninstall ‘ Close

SharePoint Document and Mail Merge 2019 Manual
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After you click on the “Connect” button and the License is activated and installed the “Uninstall” button
will be enabled.

Licensze

Single Site List
Single Site

Site Collection

Renew Apply Docuement Merge Inztall Uninztall | | Cloze

Click “Uninstall”.

Licensze

Successfully uninstalled.

After successful uninstallation click on “Close” to close the form. SharePoint Document Merge is now
uninstalled.

Locate the unzipped package containing the following files.
SharePointDocumentMerge_License.pdf
‘q“'v setup.exe
=| README.txt
ﬁ'_:jf' DocumentMergeSetup.msi

Re-run the “setup.exe”. This will initiate the SharePoint Document Merge installation wizard. Following
the on-screen prompts to remove the windows installer.
To remove the ‘sharePoint_document_merge.wsp’ from you SharePoint Environment visit Central

Administration >>Solution Management and remove.

Solution Management

Mame

sharepoint_document_mergewsp

SharePoint Document and Mail Merge 2019 Manual
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How to Use SharePoint Document Merge?

Create your Word, Excel and/or PowerPoint document template/s with the layout as required. Use
the List Column Internal Name as Merge Field Name (Word) or Place holder (Excel, PowerPoint)
where you want the list data to appear in the document template.

Find the List Column Internal Name

When you create a Column on a List, both its Display Name and Internal Name are set to the same
value. However, the Internal Name contains converted values for some characters, most notably
aspace''is converted to'_x0020_". So if the Display Name is 'Product Description’, then the Internal
Name will be 'Product_x0020_Description'. If you change the Display Name, the Internal Name
stays the same!

A simple way to find the Internal Name is to go to List Settings, and then click on the column name
in which you are interested. On the Edit Column page, the URL will end in something like:

/_layouts/15/FIdEdit.aspx?List=%7BD58F8F2A%2DEB69%2D4F6D%2D9296%2D2A36C6A58DA8
%7D&Field=FirstName

“FirstName” is the Internal Name to be used as the Merge Field Name (Word) or Place holder
(Excel, PowerPoint).

Create a Microsoft Word Template

Open or create any Microsoft Word document with your required layout and use the Merge Field
(with Internal SharePoint List Column Name) where you want the list data to appear.

- GotolInsert -> Quick Parts - > Field...

A |;| 4 [ # Signature Line -

i l_?f'g.DatEE-:Time
Text Quick WordArt Drop

Box~ Pars~ N Cap [ Object -
&l AutoText b
[=1 Document Property 3
=i Field...

=[ Building Blocks Organizer...

- Select Merge Field and give the Field Name as the SharePoint Internal List Column Name.

SharePoint Document and Mail Merge 2019 Manual
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Field

This Sales Agency Agreem Please choose a field Field properties Field options

LCategories: Field name; |:| Text to be inserted befaore:
BE;’WEI;N :I «Flr'_iftl"rllame» Mail Merge v FirstName|
under the laws of the [5TA Field names: Formak [] Text to be inserted after:
AND: [AGENT NAME] (th| [AddressBlock linonep ] .
of the [STATE/PROVINCE], |Ask Uppercase [ iapped field

Compare Lowercase

Database First capital [] vertical farmatting

\ Fill-in Title case

NOW, THEREFORE, in cons| Greetingline
contained the parties heret If

MergeRec

Mergeseq

Mext

Mextlf

Set

Skiplf

- Click Ok. Apply Merge Fields (corresponding to the SharePoint List data) as required for
the layout of the template and save the document as .docx. This template is now ready to
be used for SharePoint Document Merge.

Merge Rich Text Content to Microsoft Word

To insert Rich Text Content, you need to prepend the Merge Field SharePoint Internal List Column
Name with the “Rtf:” keyword.

Example - If the Internal List Column Name is “richtext” in the Merge Field you will enter
“Rtf:richtext” so in your Word document template it will appear like «Rtf:richtext».

Note if there is no font formatting applied to the text, it shows “Times New Roman” after merge
operation, as it's a default font type of Microsoft word if font properties are not specified.

But if you want you render same font as it shows in SharePoint list then you need to use “Rtfwf:”
keyword instead of “Rtf:".

Merge repeated rows for Word from related List's items (with Lookup field)

You can Merge related SharePoint List items with the Lookup field and achieve repeated rows
within your Word document;

- Create 2 SharePoint Lists using the Lookup field to relate the List items.

- Inthis example we have 2 Lists — WorkedHours and Invoices;
We have created a Lookup column named Invoices in the WorkedHours List that gets the
related items information from the List named Invoices.

- Use the “RangeStart:” and “‘RangeEnd:” keywords followed by the List Name and Lookup

column in the Merge Field to specify the range of repeated related items. The repeated
items are placed in between.

SharePoint Document and Mail Merge 2019 Manual
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- The construct to enter into the Merge Field is (Keyword):(ListName)#(Lookup field
column name). RangeStart:ListName#LookupFieldName |
RangeEnd:ListName#LookupFieldName.

- Example: RangeStart:WorkedHours#Invoices and RangeEnd:WorkedHours#Invoices.
Create a table in the Word template and specify with the Merge Filed where the repeated
information is placed as below;

Title Date | Hours Price Total
«RangeStart:WorkedHours#invoic | «Dat | «Work_Ho | «Unit_Price» «Total»«RangeEnd:Work
es»«Title» e» urs» edHours#Invoices»

You can also merge related list's items (with lookup field) along with the sorting feature:

- You just need to specify one more parameter, column name to which you want to order by
followed by order in which you want to sort Asc or Dsc for sorting as shown below:
o Forascending order:

<<RangeStart:ListName#LookupColumn#colNameToOrderBy:Asc>> and
<<RangeEnd:ListName#LookupColumn# colNameToOrderBy:Asc>>

o For descending order:

<<RangeStart:ListName#LookupColumn#colNameToOrderBy:Dsc>> and
<<RangeEnd:ListName#LookupColumn# colNameToOrderBy:Dsc>>

Title Date | Hours Price Total

«Rangestart:wWorkedHours#lnvoic | «Dat | «Work_Ho | «Unit_Prices «Totale«RangeEnd:wWork

es#Date: DsceaTitles =k LIrss edHours#lnvoices#Date:
D5

Create a Microsoft Excel Template

Open or create any Microsoft Excel document with your required layout and use the Place Holder
<< and >> (with Internal SharePoint List Column Name) where you want the list data to appear.

- Go to particular Cell and put a Place Holder as blow e.g. <<FirstName>> (Excel does not
support Merge Field).

SharePoint Document and Mail Merge 2019 Manual
©2022 SharePoint Document Merge (APPS 365 LTD). All rights reserved.




DOCUMENT MERGE I ) ‘

INVOICE

Your Company Name DATE:  September9, 2015
Your Company Slogan INVOICE# 100
FOR: Project or Service Description

Street Address
City, 3T ZIP Code BILL TO: =<FirstName>>
Phaone Caompany Mame
Fax Street Address

City, 5T ZIP Code

Phone

DESCRIPTION AMOUNT

- Apply Place Holders (corresponding to the SharePoint List data) as required for the layout
of the template and save the document as .xIsx. This template is now ready to be used for
SharePoint Document Merge.

Merge repeated rows for Excel from related List's items (with Lookup field)

You can Merge related SharePoint List items with the Lookup field and achieve repeated rows
within your Excel document.

- Create 2 SharePoint Lists using the Lookup field to relate the List items.

- In this example we have 2 Lists — WorkedHours and Invoices;

We have created a Lookup column named Invoices in the WorkedHours List that gets the
related items information from the List named Invoices.

- Use the “<<RangeStart:>>" and “<<RangeEnd:>>" keywords followed by the List Name and
Lookup column in the Place Holder to specify the range of repeated related items. The
repeated items are placed in between.

- The construct to enter in Place Holders is <<(Keyword):(ListName)#(Lookup field column
name)>>. <<RangeStart:ListName#LookupFieldName>> |
<<RangeEnd:ListName#LookupFieldName>>.

- Example: <<RangeStart:WorkedHours#Invoices>> <<RangeEnd: WorkedHours#Invoices>>.
Specify the Place Holders in the Excel template where the repeated information is placed
as below;

Title Date Hours Price
<<RangeStart:WorkedHours#lnvoices>><<Title>> <<Date>> <<\Work_Hours=> <<Unit_Price>> <<Total>><<RangeEnd:WorkedHours#lnvoices>>

You can also merge related list’s items (with lookup field) along with the sorting feature:

- You just need to specify one more parameter, column name to which you want to order by
followed by order in which you want to sort Asc or Dsc for sorting as shown below:
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o Forascending order:

<<RangeStart:ListName#LookupColumn#colNameToOrderBy:Asc>> and
<<RangeEnd:ListName#LookupColumn# colNameToOrderBy:Asc>>

o For descending order:

<<RangeStart:ListName#LookupColumn#colNameToOrderBy:Dsc>> and
<<RangeEnd:ListName#LookupColumn# colNameToOrderBy:Dsc>>

Title Date Hours Price
<<rangeStart:WorkedHours#lnvoices#Unit_Price:Dsca»<<Title»»  <<Date»» <<Work_Hours>> <<Unit_Price>> <<Total>><<rangeEnd:WorkedHours#Invoices#Unit_Price:Dsc>>

Create a Microsoft PowerPoint Template

Open or create any Microsoft PowerPoint document with your required layout and use the Place
Holder << and >> (with Internal SharePoint List Column Name) where you want the list data to
appear.

- Go to particular Cell and put a Place Holder as blow e.g. <<Title>> (PowerPoint does not
support Merge Field).

M

P

<<Title>>

CLICK TO ADD SUBTITLE

- Apply Place Holders (corresponding to the SharePoint List data) as required for the layout
of the template and save the document as .pptx. This template is now ready to be used
for SharePoint Document Merge.

Merge Images into PowerPoint

To Merge Images into PowerPoint from a SharePoint List;
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1. Insert a dummy Image in the PowerPoint slide with the correct size as the Image you want
to Merge from the SharePoint List.

2. Right click on the Image and select Format Picture.

3. Under “Size and Properties”, set “Alt Text” to the Internal SharePoint List Column Name
for the Image to be merged. E.g. here we have set Alt Text to <<image>>.

Format 5\cture %]
O O

I SIZE
> POSITION
I TEXT BOX

4 ALT TEXT
Title
<<image> >

Description

Using SharePoint Document Merge within SharePoint

Once installed (with the appropriate License Type) SharePoint Document Merge options are made
available on all List [tems Context Menu and the Lists Ribbon Menu. Also, for Word Documents
within Document Libraries.

Define Word and/or Excel and/or PowerPoint templates, store them in Document Libraries or
access them from a drive location, then easily merge those templates with data from SharePoint

Lists. Automatically generate and output the populated documents to a user specified SharePoint
Document Library.

Select multiple SharePoint list items or Bulk Merge an entire List. A document for each list row
(based on your selected template) will be automatically created and stored with a customisable
file name to be easily identified.

Merge a List Item to a Document Template
- Go to the required SharePoint List.

- Click on the Context Menu of the Item you want to Document Merge.
- Click Document Merge.
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Invoices
Title ™ Ivoice_Date ™ Address Country ™
O Invoice 1= Open london Reoad, London UK

Edit
Share

Invoice? Copy link london Road, London UK
Copy field to clipboard
Delete

Invoice3 Flow > london Road, London UK
Alert me
Mare >

Invoiced Document Merge ondon Road, London Uk
Generate Document
Mail Merge
Details
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- The SharePoint Document Merge options window will appear. Choose as required and
click “Merge Item(s) to Document”.

DOCUMENT MERGE

for SharePoint

Select Template| --Select-- h

(JJUpload Document Merge Template
([ Use multiple templates

() show Sub Sites [ Show All Sites
(L) show Library Sub Folders

Document Template
~CirrussoftProjecis

"EjEr'ared Documents
@-CASPDM_Templates

Cutput Library B CirrussoftProiects
E""Ejir'ared Documents

----- CAsPOM_Templates

(L) Merge to 1 Single Document

[ send mMail

(U] Display Images for Image Hyperlinks

(L) Custom File Name

(L) Overwrite Files

(L] save as PDF (check to create an accompanying PDF copy)
() save As PDF Only {check to create Only a PDF copy)

Merge ltemis) to Document Close

Select Template: Select a pre-set Configuration Template. Pre-sets are managed via site
Action menu “Document Merge Settings”.

Show Sub Sites: Check this option to Show Sub Sites.
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Show Library Sub Folders: Check this option to Show Document Library Sub Folders.

Upload Document Merge Template: Check to browse for the Word/Excel Document
Template (if not held within a SharePoint Document Library).

Document Template: Select the Word/Excel/PowerPoint Document Template from a
SharePoint Document Library.

Output Libray: Select the SharePoint Document Library where you want to save the Merged
Word/Excel/PowerPoint Document.

Merge to 1 Single Document: Check this option to create a Single Word Document containing
multiple Word documents merged to 1 from the Template and List items selected. (Only
applies when a Word document Template is selected).

Display Images for Image Hyperlinks: Check this option if you to display images instead of
the hyperlink. The image must be located in a SharePoint document library and the user must
have permission to access (.png, .jpg, .jpeg, .bmp, .ico, .gif are supported formats).

Custom File Name: By default the Merged Word/Excel/PowerPoint Document is saved with
a file name of the following construct ‘TemplateName_BinaryTimeStamp’. Check this option
to create a custom file name. File name can contain multiple field Internal Names enclosed
in '<<"and '>>'E.g. <<FirstName>><<LastName>>. Field Internal Names enclosed in ‘<<’ and
>>" will have filemane like ‘TemplateName_ fieldvalue’ and if you don’t want values to be
separated by “_" you can use <<<’ and >>>’ and if you want just field’s value as a filename

then you can use ‘<<<<’and >>>>’,
Overwrite Files: Check this option to overwrite an existing file with the same name.

Save As PDF (check to create a PDF Copy): Check this option if you also want to create a pdf
for the same Merge Word/Excel/PowerPoint Document. PDF generation will take more time
to process.

Once processing is complete the Documents will be saved in the user specifed SharePoint
Document Library with the List Items replacing any Merge Fileds (Word) Place Holders
(Excel, PowerPoint).
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o D Mame
I:ﬁ InvoiceTemplate_20150909151937 211 5
ﬂ__L| InvoiceTemplate_Bailey_Stephanie ##
SalesContract_20150909152050633
M= SalesC ontract_Bailey_Stephanie #
Your Company Name DATE:  Septemberd, 2015
Your Company Slogan INVOICE# 100
FOR: Project or Service Description
Street Address
City, 5T ZIP Code BREL TO: Stephanie
Fhone Company Mame
Fax Street Address
City, 5T ZIP Code
Phone
I DESCRIPTION AMOUNT

Sales Contract

This Sales Agency Agreement (“Agreement™) is made and effective this [DATE],

BETWEEM: Stephanie Bailey {the “Principal™), a corporation organized and existing under

the Ia? [STAT OYINCE], with its head office located at:
AMD: AGEMT M ] (the “Agent™), a corporation organized and existing under the laws

of the [STATE/PROVINCE], with its head office located at:
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Merge Multiple List Items to a Document Template (create multiple documents)

You can create a selection of Merged Documents by selecting multiple List Items and clicking the
“Merge Selected Items” Ribbon Menu button.

- Go to the required SharePoint List.

- Select the required List ltems and click on the “Merge Selected Items” Ribbon Menu
button.

- The SharePoint Document Merge options window will appear. Choose as required and
click “Merge Item(s) to Document”.

7 Edit & Share @ Copylink [i] Delete o~ Flow ~ Document Merge

B Bulk List Merge

|HVO|CES P Merge Selected Items
.
- - =| Generate Document
Title Invoice § 1= Merge Selected ltems
Invoicel © o106/2( (2 Mail Merge |, London

Once processing is complete the Documents (one for each List Iltem row) will be saved in
the user specifed SharePoint Document Library with the List ltems replacing any Merge
Fileds (Word) Place Holders (Excel, PowerPoint).

Bulk Merge All List Items to a Document Template (create multiple documents)

You can automatically generate a Document for ALL List Items by clicking the “Bulk List Merge”
Ribbon Menu button.

- Gotothe required SharePoint List.

- Click on the “Bulk List Merge” Ribbon Menu button.

- The SharePoint Document Merge options window will appear. Choose as required and
click “Merge Item(s) to Document”.

7 Edit & Share @ Copylink [i] Delete o° Flow ~ Document Merge

B Bulk List Merge

| NVOICES B Merge Selected ltems

=

Title Invaice | Generate Document

Invoicel . o106/2¢ (2 Mail Merge | London
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Once processing is complete the Documents (one for each List Item row) will be saved in
the user specifed SharePoint Document Library with the List Items replacing any Merge
Fileds (Word) Place Holders (Excel, PowerPoint).

Create a pre-set Document Merge Configuration Template for a List

You can predefine the SharePoint Document Merge options for a List via the site action menus
and clicking the ‘Document Merge Settings’ button.

3

SharePoint settings

Shared with...

Add a page

Add an app

Site contents
Change the look
Site settings

Document Merge Settings

for SharePoint
SharePeint Document Merge Pre-set Configuration Settings
Add New Close
. Show | Show | S - . . |Save |~ ‘%ave
Template Output < | Display | Custom | Overwrite Allow | Send
Source List Template File . 0 | s As Header
Title = = .- Library FileName Files poF | © PDH’A Edit | Mail | Template

et 53052‘2‘155 0[1:456992b5-¢f85-4d07-aeed- 0]1:6a53262e-
E‘. E‘O Tes Jat True False False False 8905d3d032a6|3;SPDM TemplatelealendariEfZ 4af6-845b- False  False False False False False False False

emplate Template.docx 0c7931658064

3b?ec599f454
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You can Save and Edit unlimited SharePoint Document Merge Pre-set Configuration Settings for
your SharePoint Lists.

DOCUMENT MERGE

for SharePoint

Template Name Enter Unique Template Name
List Default Allow Edit
Show Sub Sites I=) Show Library Sub Folders
Source List

[=Z-Document Merge -
é‘*'ulil.zstornerData

-~ Almvoices

«_dPublishedFeed

L [@shortun
[ ShortUnFullTracking
«_AShortUnTracking
Document Template =
[=-Document Merge
\;--(_JSharcd Documents

:fE"uSPDl»'_Templates

Output Library

=-Document Merge
~{Wshared Documents

LCHSPOM_Templates

Merge to 1 Single Document
Custom File Name

Display Images for Image Hyperlinks | Overwrite Files

Save As PDF (check to create a PDF copy)

Save Close

Template Settings and Configuration Options

Enter Unique Template Name: Enter a name to identify the pre-set Configuration Template.

Set as list default: Check this option to make this the default pre-set configuration settings for the
selected list. These settings will load when Document Merge is selected for the specified list.

Allow Edit: Check this option to allow edits to the pre-set configuration from within the specified list.
This will increase load time. When unchecked you will not be able to edit the pre-set configuration
from within the specified list.
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Source list : Select the SharePoint list, from within the site, for which the pre-set configuiartion
settings will apply.

*All other options for setup are described above (pages 37 and 32).

Merge Multiple Word Documents to a Single Word Document

Once installed SharePoint Document Merge options are made available within Document Libraries
on the Files Context and Ribbon Menu. This allows you to merge multiple Word documents to a
single word document.

You can choose to “Bulk Doc Merge” or “Merge Selected Items”.

H New ~ T Upload ~ 23 Sync EH ExporttoFxcel o Flow ~ Document Merge » Document Metadata Merge

B Bulk Doc Merge

Documents

P Merge Selected Items

Bulk Doc Merge will merge all Word Documents within a document library. The order the Word
documents are appended into a single Word document will be determined by the Document ID set
when each document has been uploaded.

H New ~ T Upload ~ £2 Sync EH Exportto Fxcel o Flow » Document Merge »~ Document Metadata Merge -

B Bulk Doc Merge

Documentg B Merge Selected ltems
Merge Selected Items
D Name Maodified Maodified By

Merge Selected Items will merge the selected Word Documents within a document library. The
order the Word documents are appended into a single Word document will be determined by the
order they are selected.

- The SharePoint Document Merge options window will appear. Choose as required and
click “Merge Item(s) to Document”.
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Merge Selected Items

DOCUMENT MERGE

for SharePoint

Documents will be merged in the order they are selected.
) Show Sub Sites || Show All Sites
|l Show Library Sub Folders

Select content type | All v

CutPut Libra
i E-Document Merge
é'"'mShared Diocuments

""" CHAZPOM_Templates

Custom File Mame
Please enter a valid file name.
* Merge Word Files Merge PowerPoint Files
|1 Save as PDF (check to create an accompanying PDF copy)
) Save A= PDF Only (check to create Only a PDF copy)
| Owverwrite Files
Header Include Indiviudal Document Headers ¥

I# Include latest published major version

herge [tem(s] to Document Clase
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Bulk Doc Merge

DOCUMENT MERGE

for SharePoint

Documents will be merged in the order of their document id.
Show Sub Sites Show All Sites
Show Library Sub Folders
Select view for bulk merge | All Documents v

select content type All v

CutPut Libra
Y E-Document Merge

E----I:jShared Documents
L-CASPDM_Templates

Custom File Mame
Please enter a valid file name,
* Merge Word Files Merge PowerPaint Files
Save as POF (check to create an accompanying PDF copy)
Save As PDF Only (check to create Cnly a POF copy)
Crverwrite Files

Header Include Indiviudal Document Headers ¥

#| Include latest published major wersion

Merge ltem(s) to Document Clase

Show Sub Sites: Check this option to Show Sub Sites.
Show Library Sub Folders: Check this option to Show Document Library Sub Folders.
Selcet View for Bulk Merge: Select a view to Bulk Merge.

Output Libray: Select the SharePoint Document Library where you want to save the Merged
Word Document.

Custom File Name: Choose a custom file name for the Merged Word Document.

Save As PDF (check to create a PDF Copy): Check this option if you also want to create a pdf
for the Word Document. PDF generation will take more time to process.

Header: Choose the header information to include into Word documents.
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Include latest published major version: Check this option to include the latest published
version of the Word document when mergeing Word documents. This applies when
versioning is turned on for a document library.

Document Merge Functionality on Metadata of Document Library.
You can also merge metadata of documents of Document Library.

Once installed SharePoint Document Merge Metadata options are made available within
Document Libraries on the Files Ribbon Menu. This allows you to merge metadata of documents

to a specified template.

Define Word and/or Excel and/or PowerPoint templates and store them in Document Libraries,
then easily merge those templates with metadata from SharePoint Libraries. Automatically
generate and output the populated documents to a user specified SharePoint Document Library.

You can choose to “Bulk Doc Merge” or “Merge Selected Items”.

- Select library for document merge metadata functionality as shown below, click on Bulk Doc
Merge/Merge Selected Items based on your requirement from ribbon menu inside SharePoint
Document Merge Metadata group.

-+ New ~ T Upload ~ 2 Sync B ExporttoExcel o Flow ~ Document Merge ~  Document Metadata Merge

£ Bulk Doc Merge
DOCU ments E Merge Selected ltems

D Name Maodified Maodified By
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- It will open SharePoint Document Merge Dialog box shown as below.

DOCUMENT MERGE

fec SharePoint

Select view for bulk merge |AII Documents ¥ |

Select content type |AII T |

L Upload Document Merge Template

) Show Sub Sites ) Show All Sites
) Show Library Sub Folders

Docurnent Template
=-Document Merge

"mShared Diocuments
"ESPDM_TempIates

Output Libra
P i =E-Document Merge
é'"'mShared Documents

----- CAsPDM_Templates

L/ Merge to 1 Single Document

) Display Images for Image Hyperlinks
) Custam File Mame

) Owverwrite Files

) Save as PDF (check to create an accompanying PDF copy)

) Save &5 PDF Only (check to create Cnly a PDF copy)

| Merge ltem(s] to Document ‘ ‘ Clase ‘

- It will merge meta data of selected documents from the library.

test lib
Title ~ : Name Modified Modified By InvoicelD Price Date
CIRRUSSOFT INVOICE GBP [ CIRRUSSOFT_INVOICE_GBP_201... About a minute ago Deepa C1001 £10,000.00 06/12/201
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- Structure of template file.

Title: «Title»

Invoice Id: «InvaicelD»
Price: «Price»

Date: «Date }>|

Comments: «Comments»

- And it will give you Output file like given below for the above sample library and template.

Title: XLFile
Invoice Id: 100
Price: 550,000.00
Date: 8/4,/2016

Comments: Summery of month of july
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Save As PDF only functionality

Now you can also generate only pdf copy of merged document by selecting “Save As PDF Only”
option instead 2 files.

DOCUMENT MERGE

fer SharePoint

Select Template | --Select-- ¥

) Upload Document Merge Template

) Show Sub Sites ¥ Show All Sites
I Show Library Sub Folders

Document Template
E-Documentiierge -

EI_GD ocOutPut
&iL_JD ocTemplate
ii"_DSharerl Documents

| AimageTest

SharePoint Image Maps

SharePoint Image Maps Free n

Output Libra
P ¥ E-Dooumertiierge =

= ADocCoutPut
CADocTem plate
[Fshared Doouments
[RimageTest

harePoint Image Maps

FeSharePoint Image Maps Free e

) Merge to 1 Single Document

|) Dizplay Images for Image Hyperlinks
Il Custom File Mame

I} Cnverwrite Files

) Save as PDF (check to create an accompanying PDF copy)

[l Save &s PDF Onby (check to create Only a PDF copy) I

Merge Item(s) to Document Close
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Save PDF file in PDF\A format:

Now you can save your PDF file into the PDF\A format. This option will appear only if you select
the “save as pdf” or “save as pdf only” option.

DOCUMENT MERGE

fer SharePoint
Select Template | Invoices ¥
I Allow Edit
) Upload Document Merge Template
) Use multiple templates
=) Show Sub Sites =) Show All Sites
) Show Library Sub Folders

Document Template ru )l emplate For Metadata.doc

"'@T&mplate.dm
"'@’e*ﬂp atexlsx
"'@'est.d ocK

B rEsT.pptx

é"ﬁﬂ'ar&d Documents

Cutput Libra
P o E-DocumentMerge

é----lfjnoeomput
g""mDacTen‘p ate
é""ﬁEr'ared Documents
E""EIrr-.—'.gl-aTEst
) Merge to 1 Single Document
) Send Mail
I Display Images for Image Hyperlinks
|J Custom File Mame
) ©verwrite Files
I# Save as PDF (check to create an accompanying PDF copy)

) Save As PDF Only (check to create Cnly a POF copy)
| # save PDF as PDF/A |

Merge ltem(s) to Document Close
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Merge functionality according to content type selection

S

You can also merge items or files according to selection of content types available on your

list\library items.

This option is available when you select bulk merge or selected merge (for more than 2 items).

It will merge only those items which contains selected content types.

Select Template --Select-- ¥

Select view for bull merge | All ltems ¥

elect content type

Upload Document Merg

Caomment

Showe Sub Sites 5

Bulk Merge

DOCUMENT MERGE

for SharePoint

d

Select Template v

--Select--

Select view for bulk merge | All ltems *

]

Select content type

Selected Merge

DOCUMENT MERGE

tor SharePoint

Select Template --Select-- ¥

v

Select content type | All

n

Show All Sites or Sub Sites option

Show All Sites: This option will show all the sites available in the current site collection so you can

select any of these sites to select template file or to store merge
regardless of where app is installed.

d file to the output library

Show Sub Sites: This option will show all the Sub sites available in the current site so you can
select any of these sites to select template file or to store merged file to the output library

regardless of where app is installed.
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DOCUMENT MERGE

for SharePoint

Select Template --Select-- ¥

Select content type | All ¥

Upload Document Merge Template

Show Sub Sites # Show All Sites

Show Library Sub Folders

Document Template

E-DocumentMerge

8- DocOutPut
%.--_',[[--:.-:Terrpla:-.
f-_'_l’,:nred Documents
:"'_'.Ill‘-':g-eTe;t
~SharePaint Image Maps
é""Jh.il*_F‘Cln{Irr:il]E Maps Free r
Qutput Library
=-DocumentMerge
:";IE'-J-:-:IIIt?'lIt
A DocTemplate
: -_lShared Documents
;--__lln.;n;eTe;t
~SharePoint Image Maps
é"".'-l1-3t*_F‘-'_|n?_Irr:i"l? Maps Free o

Create a Link to Automatically Generate a Document
You can create a link for document merge to automatically generate a merged document for a
specified item of a specific SharePoint list.

Following are the steps:

- First setup a pre-configured template from ‘Document Merge Settings’ as specified above in
manual (Create a pre-set Document Merge Configuration Template for a List — page 35).
Ensure that you make the template as the list’s default.

- Now you can create a link to automatically generate a document based on the list default Pre-
Configured template.

- To do so, specify the following parameters and create your link as below:
“/_layouts/15/SharePointDocumentMerge/GenerateDocument.aspx?SPListitemId={ItemId}&
SPListld={ListGuid}&open={open}”

{ltemld}: Replace this with the item id of the list item for which you want to perform the
Document Merge.

{ListGuid}: Replace this with list's Guid on which you want to perform merge.

{open}: you can specify whether you want to open the generated document directly in browser
or you want to download it. If you set value of {open} to “1”, document will be opened in browser
directly and for download option set the value of {open} to “2".
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- Then place this URL after your web URL on which the source list exists.

E.g.: Your URL will be like
“http://SharePoint/Web1/_layouts/15/SharePointDocumentMerge/GenerateDocument.a
spx?SPListltemld=1&SPListld={3b492a0c-585d-4216-a14b-95f343844022}&open=1"

- Now whenever you place this link, on click, it will generate the merged document and open in
a browser directly or download it according to your choice.

Generate Document Menu Option

- If you have setup a Pre-Configured Template from ‘Document Merge Settings’ as specified
above and that template is set as the list default template, then you can generate a document
by selecting a list item and clicking on the ‘Generate Document’ from Menu. This will
automatically generate the merged document and open it in the browser.

& Edit 122 Share @ Copylink [i] Delete Document Merge ~ o/~ Flow
B Bulk List Merge
| nvoices P Merge Selected ltems
Title Invoice_De E Generate Document Country
&  Invoicel A 6/1/2016 L= Mail Merge London UK
- You can also select from context menu.
& Inwoice 1 : Open
; rsetrsdysry Edit
Share
1 sqtry Copy link ]
Copy field to dipboard
1 Test Delete 10
g Test Flowe *n
Alert me
2 Test KMaore >
3 Test 2 Generate Document i
; Test Document Merge
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DOCUMENT MERGE @ '

Send Mail Option

Now you can send merged document’s link via email. This will help you to specify the email
template. You can merge the selected data to the email template along with the data merge and
merged document'’s link will be sent via email after merge processing.

First you must specify email template’s data to the list.
Once you install the solution a list named “DocMergeMailTemplates” will be created.

- Go to the list “DocMergeMailTemplates” available in the site contents.
- Here we can specify the email template.

DocMergeMaillemplates

(®) new

2

Title * Document Merge Email Template Outlook
To <<huthors >
From
cc <«Contact_Person»>
Bcc << GRPTast> =
Subject Sample Mail of <<Titles>
Body Hi,
<<Motess >

< <MergedFilaUr|> =

= =MergedPDFFileUrl > =
Regards,

Peter

< «Signature=>=»

<« Created=>

mailCption * Outlook ¥
SharePaint
Cr 42 NTE 3
Created at 10/2/2018 al Patel Save Cance
Last modified at 101872075 TT:d2 AWM by L1 Hiral Patel

o Title: Unique and required field to identify the email template.
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o To: Recipients to send mail, you can specify multiple values along with the
placeholders. Multiple values should be separated by semi colon (;) without any extra
spacing as shown below:

To ‘< <Authors >

You can specify the column names as a placeholder which contains SharePoint users
or groups.

o Cc: Recipients to put in Cc, you can specify multiple values along with the
placeholders. Multiple values should be separated by semi colon (;) without any extra
spacing as shown below:

Cc < <Contact_Person>>

You can specify the column names as a placeholder which contains SharePoint users
or groups.

o Bcc: Recipients to put in Bec, you can specify multiple values along with the
placeholders. Multiple values should be separated by semi colon (;) without any extra
spacing as shown below:

BcC <<GroupTitle>>:

You can specify the column names as a placeholder which contains SharePoint users
or groups.
o From: Recipient address who will send an email.

From

o Subject: Subject of the mail, you can include the placeholders too.
Body: Body of the mail, you can include the placeholders too. If you want to include the
link of the current merged document, you must specify the placeholder
“<<MergedFileUrl>>" wherever you want to insert the link in the body of mail and
“<<MergedPDFFileUrl>>" is for PDF file link.
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for SharePoint

Body Hi

<« Motess»

= <MergedFileUrl=>
<<MergedPDFFRileUrl ==
Regards,

Peter

< <5ignature> =

< <Created>>

o Mail Options: there are two options to send mail.
o SharePoint (Note: SharePoint can't send mail to the user outside
the current tenant)

o Outlook
mailOption * Outlook 7
SharePaoint

Once template is created you can use this template to send mail while performing document
merge.

When you select items to merge, document merge screen will have the option to send mail. Once
you checked the option, dropdown will appear from where you can select email templates which
you have specified in pre - config settings.
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DOCUMENT MERGE

1« SharePaint

Select Template | --Select-- v

Upload Document Merge Template
Show Sub Sites Show All Sites
Show Library Sub Folders

Document Template
E-Documentherge

@l ocOutPut

L m

E-LdDocTemplate

'@ﬂ nveiceTemplateSPDM - Sorting Example.xisx

E_” nvoiceTemplateSPDM(1).doo

Qutput Library B DocumentMerge

-ClcocTemplate

I~_ishared Documents

Merge to 1 Single Document

#| send Mail
Mail Template | --Select-- -
Display Images for| --Select--

Custam File Name Document Merge Emal Template Outloolc

. Document Merge Email Template SharePoint
Overwrite Files | pocyment Merge Email Template For Extenal List
Save as PDF (check to create an accompanying PDF copy)

Save As PDF Only (check to create Only a PDF copy)

Merge Item(s) to Document Close

This will also merge the selected list items data to the email template and replace the placeholders
with the actual data.

Once the merge processing is complete and if you have selected “SharePoint” as a mail option
then mail will send directly to the specified recipients as shown below.
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DOCUMENT MERGE

for SharePoint

The Document Merge processing is now compete.Please visit the selected Output Library (Shared
Documents) te view your Decument(z). You may close this window and visit the selected Output
Library later at your eonvenience.

The Mail Merge precessing is also complete and your email(s) have been sent via SharePeint to
the following recipients as shown below.

Title Imveice 1
To:
From :
Ce:
Bec:
Subject : | Sample Mail of Invoice 1

Hi

Lorem ipsum doler sit amet, consectetur adipiscing elit. Etiam ante libero, efficitur at
rhoncus sit amet, volutpat eu felis. MaecEnas eu purus omare, tincidunt arcu sit amet
fermentum nibh. Fusce id libero enim. Sed pulvinar purus id nisl pellentesque, ac tempor

rulls tincidunt. Pellentesgue scelensgque lacus velit, imperdiet pharetra risus pharetra ot
Maecenas eu ultricies massa, Proin laoreet porttitor auctor. Duis lobortis faucibus
maszsa sed consequat, Duis maximus lacus elit. non tristique purus suscipit sit amet.
Ut at sem erat,

Body :
bitpu/dsn 1dev20l 36001 Shared
Docyments/InyorceTemplate SPDM 201831018130858463. 000k
Bt fsn 1gew201 38001 /Shared
Docyuments/invoiceTemplate SPDM 20181018130858463 pdf
Regards,
Peter

Rty /5 104v201 3:8001,/Shareds 20D ocuments signature 1.png
10/2/20018 12:45:44 PM

If “Outlook” is selected as an option, then link to outlook will be generated with the email contents.
You can see the contents for each email to copy and paste into Outlook (to preserve any rich text
formatting). You can open the email directly in Outlook by clicking the “Open in Outlook link”.
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DOCUMENT MERGE

for SharePoint

The Document Merge processing is now compete. Please wisit the selected Output Library (Shared
Docsuments) to view your Decumentiz). You may close this window and visit the selected Output
Library later at your conveniends.

The Mail Merge processing is also complete and your email(s) have been generated. You can see
the contents for each email belew to copy and paste into Outiook (to preserve any rich text
farmatting). You can alzs open the email directly in Outlosk by clicking the Open in Outloak link.

To:

From @

Cc:
Bec:

Subject : | Sample Mail of Invoice 1

2

Lorem ipsum delor sit amet, consectetur adipiscing elit. Etiam ante libere, efficitur at
rhoncus sit amet, volutpat eu feli. Maecenas ¢u purui omare, tincidunt arcu it amet,
fermentum nibh. Fusce id libers enim. Sed pubvinar purus id nisl pellentesgue, aC tempor

nulla tincidunt. Pellentesgue scelensque lacus velit, imperdiet pharetra risus pharetra et
M Hrici Prein | ; . tor, Duis lobortis faysil

massa sed consequat. Duis maximus lacus elit. non tristique purus suscipit sit amet.
Body: | yUtat sem erat
bitpufspldeva0 2:6001 Shared
Documents/InvoiceTemplateSPDM 20181022104711179 . docx
hitp/fspideva0l 3:8001 Shared
RocymentsInvoiceTemplateSPDM 20181022104711179.pdf
Regards,
Peter
http://5p 10ev201 3:8001 /Shared20Documents/signature 1.png
10/2/2018 12:45:44 PM
Link : Open in Outhook for Invgice 1

Mail Merge Menu Option
Now you can merge data item of the list to email templates.

To achieve this first you need to create the email template as specified above (Page 33 to Page
36).

Go to the list whose data you want to merge with and send an email. Select items to merge and
click on ribbon menu named “Mail Merge” under Document Merge title

Document Merge

B Bulk List Merge
P Merge Selected ltems

[ 2] Generate Document

,I@ Mail Merge I '
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Now Mail Merge screen will appear as shown below.

SharePoint Document and Mail Merge

DOCUMENT MERGE

for SharePoint
Select Email Template | --Select--

Merge Item(s) to Mail Close

Dropdown will show the available pre-configured email templates.
This will merge the selected data to the email template and send an email to the specified
recipients from email template.

If Mail Option is SharePoint, then this will send mails via SharePoint and display the contents on
screen.

DOCUMENT MERGE

fer SharePoint

The Mail Merge processing is now complete and your email(s) have been sent via SharePoint to the f Vg reciplnts a5 shown below.
Title : mvoie 1

To:

From :

Ce:
Bee:
Subject : | Sample Mad of isvesce 1

..‘

Lerem ipsum dolor sit amet, consectetur adipiscing elit. Etlam ante libere, efMicitur at rivoncus sit amet, VoL tpat eu febt. Vaeceras eu
Purus omnane, ReOTunt a0cy 2 amet. Termantom N Fusoe id Sbero ememn. Sed pulvear pungs o mesl pelentesgue. X tempor rully tnodunt

Pellenteigue toelirigue Lot vt imperdiat pharetra tiss pharetra o8, Massenas v siltricies n
V(s Do s 13 d Consequat Duts maxom FLME € RN g

Eagands

Peter

hte/ e 106w 201 18001 /Shaned R 200 ocuments gnatune | pag
102008 124544 PV

If “Outlook” is selected as an option, then link to outlook will be generated with the email contents.
You can see the contents for each email to copy and paste into Outlook (to preserve any rich text
formatting). You can open the email directly in Outlook by clicking the “Open in Outlook link”.
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DOCUMENT MERGE

ter SharePoint
The Mail Merge p ing is now aplete and your il(s) have been generated. You can see the comtents for each emadl below 1o copy and

¢ | Sample Mad of ewgnce 1

-

Lorem ipsum dolor sit amet, consectetur adipiscing olit. Etiam ante Bbero, efficitur a1 rhancus 3t amet, oL sy fels. Masceras eu
Purus omane, teodurt ancy 9t amet, fermentum nibh. Fusce id hbero enem. Sed pubvnar purus id resl pellertesgue. ac tempor nulla tnodunt

Pelientesque scefensque lacus velt impandiet pharetrs riss

Regards,

Peter

Ptpy/ /30 1 Gev201 38001 SharedI0DoCmenty lignature | png
TZ/2008 124544 PM

Link | Open in Outiock for i

Context menu also available for mail merge functionality.

Invoices
Title Inwvoice_Date ™
< Invoicel : 01,/06/2016
Open
Edit
Invaice2 Share
Copy link
Copy field to clipboard
Inwvoice3 Delete
Floww
Alert me
Invoiced Maore
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Selecting multiple templates in one go while doing document merge on single item
This option will enable only if User have selected single item to merge from the SharePoint List as
show below:

DOCUMENT MERGE

for SharePoint

Select Templatel --Select-- v |

| Upload Document Merge Template

Ilil Use multiple templates I
|_J Show Sub Sites ) Show all Sites

|_J Show Library Sub Folders

Document Template
E-Document Merge

"er'ared Documents
= CASPOM_Tempiates
] ImvoiceTermplateSPDM.docx
] CIRRUSSOFT_INVOICE_USD.xlsx
] ImvoiceTemplateSPDM - Sort Warked Hour ™

4 »

Output Libra
P v E-Document Merge

i~[Ashared Documents

- CHSPOM_Tempiates

|l Send mail

|| Display Images for Image Hyperlinks

|| Custam File Mame

|| Cwerwrite Files

|| Save as PDF (check to create an accompanying FDF copy)

|_J Save As POF Only (check to create Only a PDF copy)

Merge lternis) to Document Clase

Use multiple templates: If it is checked, then this option will allow users to select multiple templates
for single item to perform the merge operation.
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DOCUMENT MERGE

for SharePoint

Select Template | --Select-- i

Uplead Document Merge Template

I-f Use multiple templatesl
Show Sub Sites Show All Sites
Show Library Sub Folders

Document Template
B Document Merge -

l'i'l"'L_'JSrareu Documents

I;I--'L_'.IEP[:r-ﬂ_Ten'p ates
'L"_ﬂ ¥ ImvoiceTemplateSPDM.docx
'Li—I_J | CIRRUSSOFT_INVOICE_USDuxlsx

.@ | ImvoiceTemplateSPDM - Sort Worked Hour ™
1 3

Cutput Library B-Document Merae
neént Merge

j~Clshared Documents

| =
e _HSPDM_Templates

Send Mail

Display Images for Image Hyperlinks

Custom File Name

Cwverwrite Files

Save as PDF (check to create an accompanying PDF copy)
Save As PDF Only (check to create Cnly a PDF copy)

Merge Itemis) to Document Close

You can also select all files from the selected SharePoint Document Library by selecting “Select
All" option.

This will merge data of a single item of a list to the multiple templates of different types (Word
and/or PowerPoint and/or Excel) from the same document library and store the generated
documents to the specified output library.

Export to document feature:

You can now Merge SharePoint List items to a single document in a table format with column level
sorting.
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DOCUMENT MERGE £k

for SharePoint

Select Template --Select--
Select view for bulk merge All items
Select content type All

I Export to Document l

Upload Document Merge Template

Show Sub Sites Show All Sites
Show Library Sub Folders

Document Template
"DocumentMerge
4 DataConnectionLibrary
éi"i_]:‘ccOJtD,t
é’“l.j?mTe’v'c ate
#"asf‘a'ea Documents

ClrFormLibrary

Output Library
=DocumentMerge

i[oataConnectionLibrary

i~ lDocTemplate

-Clishared Documents

Merge to 1 Single Document

Send Mail

Display Images for Image Hyperlinks

Custom File Name

Overwrite Files

Save as PDF (check to create an accompanying PDF copy)
| Save As PDF Only (check to create Only a PDF copy)

Merge Item(s) to Document Close

To achieve this, you need to first create template file as shown below:

Title Country Created

«RangeStart»uTitler «Country» uCreated»«RangeEnd»

Then on screen, you need to select “Export to Document” option to export selected items to the
template file.

You can also sort the data at column level by specifying column name and order type, as shown
below:
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Title Country Created

«RangeStart:TitlefAscruTitlen a«Country» wCreated»«RangeEnd:Title#Asc»

This will sort the data according to its title in ascending order. Same way you can do sorting in
descending order as shown below.

Title Country Created

«RangeStart:Title#DscraTitlen «Country» aCreatedw«RangeEnd:Title#Dscw

This functionality is supported for word files and excel files, for selected merge and bulk merge on
list items.

SharePoint Document Merge Support

Thank you for choosing SharePoint Document Merge.
If you require any further assistance, please visit our online Support Centre or Contact Us.

https://sharepointdocumentmerge.com
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