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

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

entity) and CIRRUS SOFT LTD. For the CIRRUS SOFT 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 CIRRUS SOFT 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.

Page ii
Fﬂ SharePoint Document Merge  ©2014-2016 SharePoint Document Merge (CIRRUS SOFT LTD). All rights reserved.



# SharePoint Document Merge (V1.0.0.5) for SharePoint Online Manual

Version History

Change Record

Date Author Version Change reference

2015, September SharePoint 1.0.0.0 Initial Release for SharePoint Online.

Document
Merge

2015, October SharePoint 1.0.0.1  Site Collection Misc. Bug Fixes.
Document
Merge

2015, October SharePoint 1.0.0.2  Support for PowerPoint documents.
Document
Merge

2015, November SharePoint 1.0.0.3  Support to display Images for Image Hyperlinks Images
Document (Word).
Merge

2015, November SharePoint 1.0.0.4  Support to Merge multiple SharePoint list data into 1
Document Single Word Document (Choose to merge multiple Word
Merge documents to 1 single document).

2015, January SharePoint 1.0.0.5 Miisc. bug fixes and Improvements. Merge multiple Word
Document documents is now Versioning aware (Choose to merge
Merge latest published major version).

Current Version for SharePoint Online

Name Version Approved Compatibility Date
SharePoint SharePoint SharePoint 2013 Foundation | SharePoint 2016, January
Document Document Merge 2013 Server.

Merge Version 1.0.0.5
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_

Introduction

SharePoint Document 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 documents to a single document!

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

How does SharePoint Document Merge Work?

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

Create your Word or Excel 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 Merge you can now automatically create documents from any list for
any predefined document template directly from the Ribbon Menu (SharePoint Document 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
(SharePoint 2013 ad 2010).

SharePoint Document Merge Uses:

Do you collect customer records, financial data, order information, or any other important business
data in SharePoint lists? With SharePoint Document Merge you can swiftly merge this data into
Word, Excel and PowerPoint 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 or PowerPoint where you can really work with your data.
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SharePoint Document Merge Benefits and Features

e Merge any SharePoint list data into Word, Excel and PowerPoint Templates with NO
CODING!

e Fast, save data entry time and increase productivity.

e Very easy to install. Very easy to use, no training required.

e Tightly integrated into SharePoint. Easy access via Ribbon Menu and Items Context Menu.

e Simple Template Creation using Merge Field (Word) or Placeholders (Excel, PowerPoint).

e Display Images for Image Hyperlinks (Word).

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

e One click automatic creation of multiple Merged Documents.

e Automatically create accompanying PDF documents (SharePoint 2013 ad 2010).

e Merge multiple SharePoint list data into 1 Single Word Document (Choose to merge multiple
Word documents to 1 single document).

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

e Excellent UK based support!
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SharePoint Document Merge Installation (SharePoint Online)

Types of License

SharePoint Document 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 Merge License Types;

Trial

The Trial License can only be applied to one list per site. It will only allow you to merge the
first 5 rows for Merge Selected Items. You cannot Bulk Merge with the Trial. The Trial will
expire after 30 days.

You cannot install a Trial License, if any other License Type is already installed on that
SharePoint Site/Site Collection.

Site Collection

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).

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

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

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

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).

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

Single Site List

The Single Site List License activates SharePoint Document Merge functionality to only one
user specified SharePoint List.

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

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

Fﬂil SharePoint Document Merge ©2014-2016 SharePoint Document Merge (CIRRUS SOFT LTD). All rights reserved.
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Installing SharePoint Document 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
and unzip the package.

The unzipped package contains the following files;
& SharePointDocurmentMerge_License. pdf
LE"» setup.exe
|=| README. bt
ﬁ'_:j;' DocumentiMergeSetup.msi

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

i'él SharePoint Document Merge [_ o]

Welcome to the SharePoint Document Merge
Setup Wizard

The installer will guide you through the steps required to inztall SharePoint Document Merge on pour
campLter.

WBRMIMG: Thiz computer program ig protected by copyright law and international treaties.
|Inauthorized duplication or distribution of this program, or ang portion of it, may result in zevere civil
ar crminal penalties, and will be prosecuted ta the maximum extent possible under the law.

Cancel < Back | Mest » I

Click on the “Next” button.
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.
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fizt SharePoint Document Merge [_ O] |

Select Installation Folder

The ingtaller will ingtall SharePaint Document Merge to the following folder.

T o inztall in thiz folder, click "Mext”. Taoinstall to a different folder, enter it below or click "Browse"',

Folder:

C:%Program Files\CirrusS ofth S harePoint Document Mergeh Browse. ..

Digk Cost. .

Inztall SharePaint Dacurent Merge for yourzelf, or far anvane who uses this campter;

" Eveyone

&+ Just me

Cancel < Back MHext »

Make the desired selection and click on the “Next” button to proceed.

fii SharePoint Document Merge I =] |

Confirm Installation

The ingtaller iz ready to inztall SharePoint Document berge on your computer.

Click, "Mext'" to start the ingtallation.

Cancel < Back MHext »

Click on “Next” to confirm Installation. Next you will see the Licence 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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_

i'él SharePoint Document Merge !E |

License Agreement

Please take a moment to read the licenze agreement now. |f vow accept the terms below, click "l
Aagree', then "Mext”. Otherwize click "Cancel”.

END-USER LICENSE AGREERMENT FOR SharePoint Document Merze il
IMPORTANT PLEASE READ THE TERWMS AND

CONDITIONS OF THIS LICENSE

AGREEMENT CAREFULLY BEFORE CONTINUING WITH
THIS PROGRAM INSTATLL:

CIERTS S0FT LTD End-Tser License Agreement ("EULA"] 15 a legal azreement betarsen you
[either an mdividual or a smngle
entity) and CIERUS SOFT LTD. For the CIEEUS SOFT LTD softarare product(s) identified ;I

| Do Mot Agree | Agree

Cancel ¢ Back M et =

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”.

fizt SharePoint Document Merge M= E3

Installation Complete

SharePoint Document Merge has been succezsfully inztalled.

Click "Cloze' to exit.

Pleaze uze \Windows Update to check far any critical updates tao the MET Framewarl.

Carzel ¢ Back Cloze
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The Installation process will create the SharePoint Document Merge shortcut icon on your desktop
as shown in below;

Double click on the icon and you will be presented with the SharePoint Document Merge
Deployment Form to complete set-up.

SharePoint Document Merge Deployment Form

Seftings
* indicates the required fields

SharePoint Online

License Hay™ |

Steld”
User Name™
Password™

Eu gyt

License
7} Single Ste List

) Single Sie

(") Site Collection

Ingtaller
[ Renew | |-"-|:||JI*.' ShareFoint Document Merge | [ Uninstal I o Chose::

_
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Activating and Installing SharePoint Document Merge

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

1)

2)

3)

4)

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.

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

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.

Seitings
*indicates the required fields

SharePoint Orline

Licanse Key" | [2564e20bc046458c4bab 2bd 13916 3bd3917e 762 1bc 739:13a56f

Speld  https/fcimuzsoft sharepoint. comsSPOM /A
Connect

User Name®  Wser@cinmussoft onmicrozoft, com
Password* FERRREBEES

License

Instaler
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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

" Sikigle Site List

- [
l"' S e e

* Site Collection

— Inztaler

Henest |

[ Fretall [ rirresall Cloze

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

— Instaler

Fensw topt SherePoint D ocument Merge | [ hrstall

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

— Installier
Fenaw Aot ShareFaint Document M erge || Iretall I kistall |

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.

Settings
*indicates the required fields

SharePoint Orline

License Key*  [564e20bc046458c4babXbd 1f391e3bd3917e 762 1bc 739 13a56F

Sgelds  https:ddcimussoft sharepoint, comd/S PO M/

User Name®  Wser@cinmussoft onmicrozoft, com

Password* FERRREBEES

Licanse
Single Ste List

Single Ste

aite Lollection

Renew ] l Apply SharePoint Document Merge Uninstall J Clase

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 SiteList

€ Site Collestion

— Installer

Henew |

|Fiste I [zt Cloge

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

Epptr ShareFont [ ociment Merge |I Inztall l W hirstall

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

— Instaler

Henew

Apptr SharePoitt Document Merge || IFistall I W riirstall |

Succassfully 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.

Fu:“l SharePoint Document Merge
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Single Site List 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.

Settings
*indicates the required fields

SharePoint Onling

license Key" | [2564220bc46458c4bab Xod 1739 1e3bd3917e 762 1bc 73913256

Spelds  https/foinuzsoft sharepoint. coms/SPOM/

User Mame®  user@cinmuzzoft ohmicrosoft com

Password” T

License
Single Ste List

Single Ste

Site Collection

Irestaller

Flenew ] l Apply SharePoint Document Merge Uninstall J Cloze

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
E Single Site List | Test List '! I

! Single Site

€| Site Callection

— Inztalar

Fieraw | Appl SharePoint Docurnent Merge [ Fratall [ rirretal Cloze ]

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

Fienet | Lopfr SherePaoint U ocument Merge | Unirstall |

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

— Instaler
Henaw Applr SherePoint Document Merge || IFstall I Wrirstall |

Successtully installed.

* Installation conditions for a 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.

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

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

Settings
*indicates the required fields

SharePoint Onling

license Kay* | [2564220bc046458cdbab Xbd 173912 3bd3917e 762 1bc 729 1 2256F

Spelds  https/foinuzsoft sharepoint. coms/SPOM/

User Mame®  user@cinmuzzoft ohmicrosoft com

Password” T

License
Single Ste List
Single Ste

Site Collection

The Trial License can only be applied to one list per site. It will only allow you to merge the first 5
rows for Merge Selected Items. You cannot Bulk Merge with the Trial. The Trial will expire after 30

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 | Test List =

£ Sngle Site

" Site Callection

— Inztaler

R emsw | I Apply SharePoint Document Mernge I [ Fretal [¥riretall Cloze ]
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I”

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

License.

— Irstaler

Fenem £pptr ShareFaint [ oeument Merge | himstall |

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

— Inztaller

Fenew I Apptr ShareFointDocument Merge | | IFrstall I U rimstall |

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.
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Renewing a SharePoint Document Merge License

To Renew your 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.

Settings
*indicates the required fields

SharePoint Onling

license Kay* | [2564220bc046458cdbab Xbd 173912 3bd3917e 762 1bc 729 1 2256F

Spelds  https/foinuzsoft sharepoint. coms/SPOM/

User Mame®  user@cinmuzzoft ohmicrosoft com

Password” T

License
Single Ste List
Single Ste

Site Collection

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

After successful renewal click on “Close” to close the form. SharePoint Document Merge
functionality is enabled.
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— Inztaller

Fenew | %&ppl}l SharePoint Docuement Merge [ rzkall | [Irinztall I Cloze

Successtully Renewed.

SharePoint Document Merge Uninstallation (SharePoint Online)

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

|
i

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

Settings
* indicates the required fields

SharePoint Online

License Key~  |[2564e20bcM6458c4bab Xbd 13312 3bd3917e 762 1bc 739: 1356

Spelds  https/fcinussoft sharepoint. com/SPDM/

User Name®  user@cimuszoft onmicrosoft com

Password” ITITTITITYY

License
Single Ste List

Single Ste

Site Collection

Iristaller

Flenew ] l Apply SharePoint Document Merge Uninstall ] Close

After you click on the “Connect” button and the License is activated and installed the “Uninstall”
button will be enabled.
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— Inztader

Hens £ppyr ShareRoint Dosument Meme [rstall Cloze

Click “Uninstall”.

- Installer
Herew | Anply shareFaint Docuement r-.-h'_-'gel Irretall || W prirestall I
Successiully 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
‘-‘Eﬁ setup.exe
=| README.bxt
ﬁl DocurmentMergeSetup.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.
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How to Use SharePoint Document Merge

Create your Word, Excel and 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 a
space ' '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.

- GotoInsert -> Quick Parts - > Field...

A |;| 4 [# Signature Line -

i F.;:L.Date & Time
Text Quick WordArt Drop _
Box~ Parts~ - Cap [ Object ~

=[] AutoText b
[@1 Document Property 3
(mm] Field...

=[ Building Blocks Organizer...

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

Field

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

LCategories: Field name; |:| Text to be inserted before:
BEIWEtIrE]N :I «Flr'_;t::]arFSe:A Mail Merge Firstame|
under the laws o a i :

Field names: Format: |:| Text to be inserted after:
AND: [AGENT NAME] (th| | [AddressBlack linongp ] .

IMapped field

of the [STATE/PROVINCE], |Ask Uppercase [ app

Compare Lowercase

Database First capital [] vertical formatting

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.

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.

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

INVOICE

Your Company Name

Your Company Slogan

DATE: September 9, 2015
INVOICE# 100

FOR: Froject or Service Description
Street Address
City, 3T ZIP Code BILL TO: ==FirstName=>
Phane Company Name
Fax Street Address
City, 3T 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 .xlsx. This template is now ready to be used for
SharePoint Document Merge.
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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).

<<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.
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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 and store them in Document Libraries, 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

- Goto the required SharePoint List.
- Click on the Context Menu of the Item you want to Document Merge.
- Click Document Merge.

Customer Data

@ new item or edit this list

All contacts - L CLIO G 0
v EIJ Last Mame First Mame Campany Business Phane

Bailey =ex  Stephanie  Company 123456739
Burke . View Item bany 123456789
Butler . EditItem rany 123456789
Crouch « Export Contact nany 123456789
Ezpino | Desuan e wany 123456759
Fowler ’ Compliance Dliateai456?32I
Gardner : any 123456739

Workflows

Lewis . any 123456739
Parker | Shared With vany 123456789
Perry . Delete Item sany 123456789
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- The SharePoint Document Merge options window will appear. Choose as required and click
“Merge Item(s) to Document”.

SharePoint Document Merge

Document Template Library --Select-- ~
Document Template File --Select-- v
Output Library --Select-- ~

[JMerge to 1 Single Document
[ Display Images for Image Hyperlinks

[ custom File Name

Merge [tem(s) to Document Close

Document Template Library: Select the SharePoint Document Library that the
Word/Excel/PowerPoint Document Template is stored in.

Document Template File: Select the Word/Excel/PowerPoint Document Template file name
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>>.
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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).

v D Mame
B3 InvoiceTemplate_20150909151937211 #¢

B: InvoiceTemplate Bailey Stephanie 5t

Eie P (323
= SalesContract_20150909152050633 %t
5 SalesContract_Bailey_Stephanie nit
Your Company Name DATE:  Septembers, 2015
Your Company Slogan INVOFCE# 100
FOR: Froject or Service Diescription
Street Address
City, 5T ZIP Code BiEL TO: Stephanie
FPhaone Company Mame
Fax Street Address
City, 8T ZIP Code
Phaone
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 Iaz [STAT OVINCE], with its head office located at:
AWD: AGENT M ] (the “Agent™, a corporation organized and existing under the laws

of the [STATE/PROVIMCE], 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 ltems and clicking the
“Merge Selected Items” Ribbon Menu button.

Go to the required SharePoint List.

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

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

BROWSE ITEMS LIS
ﬂ Wersion Hiztory =
= Shared With .""ﬂ
P e P ey e Edit Attach Eulk List Merge Selected
Item .  Folder Item Item }q‘ Delete Ttem File mMerge Items
[ i fManage Actions  SharePoint Document Merge

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 ltems replacing any Merge Fileds
(Word) Place Holders (Excel, PowerPoint).

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.

Go to the 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”.

BROWSE TTEMS L)
ﬂ Wersion History r
= Shared With ‘
I e I et Wiew Edit Attach Bulk List kMerge Selected
Item .  Folder Item Item Delete Ttem File Merge Items
I e Fanage Actions  SharePoint Document Merge

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 ltems replacing any Merge Fileds
(Word) Place Holders (Excel, PowerPoint).
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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”.

BROWSE FILES LIERARY

Bulk Doc Merge Selected
Merge ltems

SharePoint Document Merge

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.

BROWSE FILES LIERARY

<

Bulk Doc Merge Selected
Merge Iltems

SharePoint Document Merge

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”.

All Documents - Find a file 0 SAVE THIS VIEW

W O MameT xX
= SharePoint Document Merge
Pl 15 Documentl #

P @Z Document2 3% Documents will be merged in the order they are selected.

o MZ Document3 2 Output Library Shared Documents ~
= =
= Document4 3 Custom File Name WordMerge

S Documents 3

Please enter a suitable name for this file.

Merge ltem(s) to Document Close

Include Header (Previously merged documents will not merge with headers)

Include latest published major version
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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.

Include Header (Previously merged documents will not merge with headers): Check this
option to include Word document header information. Word documents Previously created
from Document Merge cannot be merged with each other if header infomration is include. 2
Merged Word documents will cause corrupt output file if header infomration is included. If
no header infirmation is required then you can merge previoulsy merged Word documents.

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.

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://cirrussoft.support
https://sharepointdocumentmerge.com
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