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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.
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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!

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.

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 Merge Work?
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 Merge you can now automatically create documents from any list for
any predefined document template.

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

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 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.
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Document Merge Custom Connector's
Benefits and Features

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

Fast, save data entry time and increase productivity.

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

Simple Template Creation using Merge Field (Word) or Placeholders (Excel, PowerPoint).
Display Images for Image Hyperlinks (Word).

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

= One clicks automatic creation of multiple Merged Documents.

Rich text support for Word.

Export to PDF or PDF\A.

S Support for Inserting Images in PowerPoint.

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

] Remote Event Receiver to merge and send mail.

B Excellent UK based support!

Document Merge Custom Connector (Flow) Manual
©2019 SharePoint Document Merge (CIRRUS SOFT LTD). All rights reserved.




DOCUMENT MERGE FLOW F§) ‘

SharePoint Document Merge Custom
Connector

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

Trial

e The Trial license is for single site and will expire after 15 days.

Single List License
e ASingle List License activates SharePoint Document Merge custom connector functionality
to the List to which it is applied.

Site License
e A Site License activates SharePoint Document Merge custom connector functionality to all
Users and on all Lists within the SharePoint Site to which it is applied.

Site Collection License

e A Site Collection License activates SharePoint Document Merge custom connector
functionality to all Users and on all Lists within each SharePoint Sites under the Site
Collection to which it is applied.

Tenant License
e A Tenant License activates SharePoint Document Merge custom connector functionality to
all Users and on all Lists within each SharePoint Sites under the Tenant to which it is applied.
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Use of Document Merge Custom Connector within a MS Flow

SharePoint Online provides the ability to create flows right from alist, so we'll use that approach.
You could create the same flow from flow.microsoft.com.

Let's start with an example let's say “Document Merge - Add Item — Template” flow.

1. Inthe SharePoint list, choose Flow then Create a flow.

o Flow - oPDl.'mrApps e

Create a flow q

See your flows

2. In the right pane, choose Show more.

Create a flow

Start with a template and create automated tasks
between your SharePont data and other apps.

site where you'll finish creating your flow.

y
a Send a customized email when a
a= new SharePoint list item is added

WI aapr?ﬁ 3 reym

Wihen . Jectis cre f
DCynamics 365, create a hist item

Show maore W

3. Choose the template When a new item is added in SharePoint, complete a custom action.

When a new item is added in

SharePoint, complete 2 custom

The custom action in this case is calling the API through the custom connector.
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4. Ensure you're signed in to SharePoint with the correct account, then choose Continue.

This flow will connect to:

(1]

H.) SharePoint 9 peter@cirrussoft.onmicro...

View permissions

5. Choose Edit. You should see the SharePoint site and list from which you launched the Create
a flow process.

when a new item is created @ - ..

Using the default values for the parameters.

E When an item is created O

*Site Address Document Merge - httpsy//cirrussoftsharepoint.com/DacumentMerge

*List Mame Customers o

Show advanced options ™

+ New step

Document Merge Custom Connector (Flow) Manual
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6. You can change the title of the flow, double click on the title of the flow as show below and
change the title.

Wwhen a new ibem is added in SharePoint, complete a custom action

E when a new item is created

*Site Address Docurnent Merge - hitps:/feirrussoftsharepomt com/Documenthenge

* List Name Customers el

Show advanced options

New title as per our example is:

L [ Document Merge - Add ltem - Template
Document Merge - Add item - Template ]

When an item is created o]

*Site Address Document Merge - httpsy//cirrussoft.charepoint.com/DocumentMerge |

* List Mame Customers N |

Show advanced options

Now add the Document Merge custom connector

Microsoft Flow created a basic flow with a trigger that fires when an item is added to the
SharePoint list. Now you add actions to take based on the item that is added.

1. Choose New step, then Add an action.
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2. Search for the “Document Merge” connector, then choose the action associated with that

E Choose an action

2 document merge

All Built-in Standard Premium Custom My clipboard

Document
Merge

Triggers Actions

"" =] Document Merge | PREMIUM @

é i Cocument Merge

3. Enter values for all the fields.
Document Merge (Praview)

*Link To Item Select the Link to item opticn from Cynamic content - see manual for help -
Pre-Config Template Available when the Document and Mail Merge Add-In is installed -
Source Set the path to the source docurment Template e.g.
Destination The Library name to store generated document
Save as POF Set to save an accompany PDF file v
Save as PDF only Set to save only a PDF file no accompanying document N
Save as PDR/A Set to save PDF filz as PDRA format v
Display Image Will display Image instead of hyperlink of image v
Cutput file name The name to save the file - can include list internal column names - see
Crverwrite Cwerwrite the document if same name v
Send mail Available when the Document and Mail Merge Add-In is installed N
Mail ternplate Specify if SendMail Option selected e.g. "TemplateTitleName®
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Link To Item
Pre-Config
Template

Source

Destination

Save as PDF
Save as PDF only
Save as PDF/ A
Display Image
Output file name
Overwrite

Send mail

Mail template

Link To Item:

DOCUMENT MERGE FLOW E

for SharePoint

_ N

Select the Link to item option from Dynamic content.

Available when the Document and Mail Merge Add-In is installed.
Set the path to the source document Template e.qg.
"LibraryName\TemaplateName.docx”

The Library name to store generated document.

Set to save an accompany PDF file.

Set to save only a PDF file no accompanying document.

Set to save PDF file as PDF\A format.

Will display Image instead of hyperlink of image

Overwrite the document if same name

The name to save the file - can include list internal column names
Available when the Document and Mail Merge Add-In is installed

Specify if SendMail Option selected e.g. "TemplateTitleName"

This is the required field. Select the Link to item option from Dynamic content as shown below

h

of = .
| Document Merge (Preview) @

Add dynamic content from the apps and connectors Hide

used in this flow.

*Link To Item

| Select the Link to item option from Dynamic content - see manual for help - |

Add dynamic content [l Dynamic content Exprassion

Pre-Config Template

| Available when the Document and Mail Merge Add-In is installed - |

‘ L link to item|
Source | Set the path to the source document Template e.g
Destination | The Library name to store generated document When a new item is created
Save as PDF | Set to save an accompany PDF file N a Link to item

#l Link that can be used to get to the file or listitem. Only peo...

Save as PDF only | Set to save only a PDF file no accompanying document A4
Save as PDF/A
Display Image | Will display Image instead of hyperlink of image N

Cutput file name

| The name to save the file - can include list internal column names - see

Cwerwrite

Cverwrite the document if same name N

Send mai

| Available when the Document and Mail Merge Add-In is installed N

Mail template

| Set to save PDF file as PDP\A format N |

| Specify if SendMail Option selected e.g. "TemplateTitleName

Document Merge Custom Connector (Flow) Manual
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Pre-Config Template:

Available when the Document and Mail Merge Add-In is installed. You can predefine the
Document Merge template for a List on the Document and Mail Merge App landing page.

For more details on how to create Pre-configured template, please read the “Create a pre-set
Document Merge Configuration Template for a List” section of this manual.

Here you just need to specify your template name, moreover when you use Pre-Config Template,
there is no need to fill rest of the fields.

This will read the data from Pre-Configured template and will generate the merged document to
the destination library automatically.

Send mail:

Available when the Document and Mail Merge Add-In is installed. 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.

Mail template:

If you choose the send mail option, then you must specify email template name here. First you
need to create the Pre-configured template for the Mail Merge from Document and Mail Merge
Add-In.

For more details on how to create Pre-configured mail merge template, please read the “Send
Mail Option” section of this manual.

After configuration of mail merge template, you can use that template here, by specifying the
name of the template.

Note if you are going to use “Pre-Config Template” option there is no need to fill any other
information. But if you don't have any Pre-configured template than you must specify the value
for the “Source” and the “Destination”, and rest of the fields are optional you can specify them
according to your requirement.

Once you finish with values for all the fields you can save the flow by clicking on save button.

Document Merge Custom Connector (Flow) Manual
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< |Document Merge - Add Item - Template]

E When an item is created O

* Site Address l Document Merge - httpsy//cirrussoft.sharepoint.com/DocumentMerge  ~v

*List Mame | Customers Ay

Show advanced options ™

Il

ol —

g j Document Merge (Praview) @ .
*Link To Item Link to item x
Pre-Config Template Awvailable when the Document and Mail Merge Add-In is installed -
Source Shared Documents/DocumentTemplate.docx
Destination Shared Documents
Save as POF Yes S
Save as POF only Set to save only a POF file no accompanying document A
Save as POF/A Yes v
Display Image Yes v
Output file name <<Title»»
Cwverwrite Cverwrite the document if same name A
Send mail Available when the Document and Mail Merge Add-In is installed S
Mail ternplate specify if SendMail Option selected e.g. "TemplateTitleName™

Now whenever you add any item to that list, flow will run and merge the current item’s data with
the specified template.

Same way you can add flow for item updated event as shown below:

Document Merge Custom Connector (Flow) Manual
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< | Document Merge - Update Item - Template
When an existing item is modified
* Site Address . Document Merge - httpsi/fcirrussoftsharepoint.com/DocumentMerge
*List Mame . Customers N
Shew advanced options ™
Ii_:_"\l
N/
Document Merge (Preview) @ .« .
*Link To Item Link to item x
Pre-Config Template Available when the Document and Mail Merge Add-In is installed -
Source Shared Documents/DocumentTemplate.docx
Destination Shared Documents
Save as POF Yes S
Save as PDF only Set to save only a PDF file no accompanying document W
Save as POF/A Yes v
Display Image Yes '
Output file name <<Title»»
Cverwrite Crverwrite the document if same name S
Send ma Available when the Document and Mail Merge Add-In is installed N
Mail template Specify if SendMail Option selected e.g. "TemplateTitleName™

In above examples we have used “DocumentTemplate.docx” as a source template which is
stored in “Shared Documents” library and the generated document will also be stored in “Shared
Documents” along with the PDF copy in a PDF\A format.

You can Create your own 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.
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How to check the results of flow run of Document Merge Custom Connector

You can check the results of the Document Merge action by checking the run history of the flow.
For example, you have created a flow on item added let's say “Document Merge - Add Item —

Template” as described above for a “Test” list.

1. In the SharePoint list, choose Flow then See your flows.

-+ New ¢ Quickedit ¥ Exportto Excel o Flow »~ o0 PowerApps

Create a flow

Test

See your flows

2. Then select your flow, and choose Run History
My flows Team flows Business process flows

o Mame

Document Merge - Update Item - Template

(] H Document Merge - Add ltem - Template &

Title ™ Configure flows See your flows

Madified

22 h ago

23 h ago
£ Edit
1= Share
B> Save As

— Export

0 Run history

l~ Analytics

3. Click on the most recent item to check the result of the current operation on item added.

Start time Dwuration

Jan 17, 1:02 PM (23 h ago) 00:00:29

Jan 17, 1:02 PM i

Then this will show the below results:

Document Merge Custom Connector (Flow) Manual
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]

E When a new item is created 0s

N

Document Merge 19s

I INPUTS

Link To ltem

QWEDDIL nt.com/DocumentMeres/ lavouts/ 15/ 1is is-i

Source

Shared Documents/DocumentTemplate.docx

Destination

Shared Documents

Save as POF

True

Save as PDF only

Falze

Save as PODF/A

True

Display Image

True

Output file name

£4Titles>

QUTPUTS

Status code

28a
Headers
Key WValue -
Pragma no-cache
Vary Accept-Encoding
Tirming-Allow-Crigin =
®-ms-apihub-cached-response false -
Body

Document Merge Processing is complete.

Document Merge Custom Connector (Flow) Manual
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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={E67400DD-5986-4E99-B8A5-13BA9CD2559E}&Field=FirstName

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

Also see — http://sharepointlists.com/getinternalcolumnnames.html

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.

e Goto Insert -> Quick Parts - > Field...

A |;| 4 [# signature Line -

i E('E.Date&TimE
Text Quick WordArt Drop

Box~ Paris~ v Cap ™ Object ~
Z AutoText »
[=1 Document Property 3
=] Field...

=f Building Blocks Organizer...

Document Merge Custom Connector (Flow) Manual
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e Select Merge Field and give the Field Name as the SharePoint Internal List Column Name.

II «TITLE»|

Furld 4 X
Mease hocde atiid Fleld progertiet Field opthons

Caotepones Fit'd name, [[] 10 to be insedted petore

Madl Merge v 1t5e

Test 1o be insene 2

Fieid names Foemap) o e od o

ApdressBiedt I -

Ask Uppercaie L) Mawpes fela

Cempare Lawertase

Catadate Fest aptal 7] vgrtical foematting

Fi-n Tithe case

Creetingline

"

MergePRec

Margeseq

oot

Newt?

Sat

Shipdt

£ Preserye formatting duning updates

Detcrpton

Insert 3 mad merge Nield

- e

e 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».

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;

e 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 /nvoices in the WorkedHours List that gets the related
items information from the List named Invoices.

Document Merge Custom Connector (Flow) Manual
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e 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.

e The construct to enter into the Merge Field is (Keyword):(ListName)#(Lookup field column
name). RangeStart:ListName#LookupFieldName | RangeEnd:ListName#LookupFieldName.
Example: RangeStart: WorkedHoursi Invoices and RangeEnd: WorkedHours# Invoices.

e 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:

e 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 For ascending 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 Tatal

«RangesStartWorkedHours#invoic | «Dat | «Work_Ho | «Unit_Prices «Total»«RangeEnd:Work

es#Date DscexTitlex =5 LIFsa edHours#lnvoices#Date:
Dsi

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.

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

Document Merge Custom Connector (Flow) Manual
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INVOICE

Your Company Name DATE:  September9, 2015
Your Company Slogan INVOICE# 100
FOR: Project or Semnvice Description
Street Address
City, ST ZIP Code BILL TO: =«Firsthame=>
Phaone Company Name
Fax Street Address

City, 3T ZIP Code
Phane

DESCRIPTION AMOUNT

Apply Place Holders (corresponding to the SharePoint List data) as required for the layout of the
template and save the document as .xlIsx. 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;

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

e Inthis example we have 2 Lists — WorkedHours and Invoices;

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

e 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.

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

e 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>>

Document Merge Custom Connector (Flow) Manual
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You can also merge related list's items (with lookup field) along with the sorting feature:

e 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 For ascending 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#| nvoices#Unit_Price:Dscox<Title>>  <<Date>> <<Work_Hours>> <<Unit_Price>> <<Tatal>»<<rangeEnd:WorkedHours# nvoices#Unit_Price:Dsco>

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.

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

1

<<Title>>

- CLICK TO ADD SUBTITLE

Document Merge Custom Connector (Flow) Manual
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o 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;

1. Insert adummy 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 x|
O O o1

I» SIZE
> POSITION
I> TEXT BOX
4 ALT TEXT
Title G
< <image>>

Description

Merge repeated rows for PowerPoint 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 PowerPoint file;

e Create 2 SharePoint Lists using the Lookup field to relate the List items.
e Inthis example we have 2 Lists — WorkedHours and Invoices;

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

e 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.

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

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

<<RangeStart:WorkedHours#Invoices>><<Title>> <<Date>> <<Work Hours>> <<Unit_Price>> <<Total>><<RangeEnd:WorkedHours#Invoices=>

Note: you need to preserv etxra space below table to provide space for content to be merged
into that table as shapes in PowerPoint have fixed position which doesn't change depending on
content flow. Adding content to table cell (like in the user scenario) will only change the height
of current table row to accommodate new content but will NOT modify position of any other
shape on the slide.

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

e 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>>

How to get specific number of decimal places for specified number
fields:

e You can also specify number of decimal places you want in merged output document for
specific number field.

e For this you just need to add one parameter along with your merge field in the template as
show below:

<<NumberField#numofdecimalplaces>>
For eg: <<Total#1>>

e Here NumberField: is the internal name of the column.
¢ NumOfdecimalplaces: Number of decimal places can be between 0 to 5.
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Create a pre-set Document Merge Configuration Template for a List

You can predefine the SharePoint Document Merge options for a List via the Document and Mail
Merge add-in.

Go to the App landing page of the app and click on ‘SharePoint Document Merge Pre-set
Configuration Settings’ button inside the Configuration tab.

SharePoint Document and Mail Merge

DOCUMENT MERGE

for SharePoint

Overview You can create Templates with Pre-set Configuration Settings to perform merge operations on SharePoint lists on a single click.

Configuration

Document Merge Pre-set Configuration Settings

Mail Merge

Eants Please refer to the SharePoint Document and Mail Merge Add-in Manual for detailed Configuration Information click here for the

Generate Link

FAQ's
Support

Version

Then click on Add New button.

DOCUMENT MERGE

for SharePoint

SharePoint Document Merge Pre-set Configuration Settings

‘ Add New ‘ Go Back ‘

Template | S0Urce Default

Edit | Delete .ﬁge " List Source List Template Template Library Template File Site For Output Library ‘Output Library

Site Site

Customer
Data

=1 [= . ISDMApp/Shared Document Merge

E B ;eeml&e ISDMApp /SDMAppiLists/CustomerData ISDMApp | o PP Torinte oty /SDMApP /SDMApp/Shared Documents
Merge
Customer
Data

=1 (= q ISDMApp/Shared Document Merge

E—} B 'raeen:géatl: - ISDMApp /SDMApp/Lists/CustomerData ISDMApp Dncumgﬁts Template docxg ISDMApp ISDMApp/Shared Documents
one
Invoice

EE'. _=° Template - /SDMApp /SDMApp/Lists/Invoices /SDMApp /[SDMApp/SPDM_Templates Invoice TemplateSPDM.docx /SDMApp /SDMApp/Shared Documents
docx
Invoice

E‘, EA Template - /SDMApp /SDMApp/Lists/Invoices ISDMApp  /SDMApp/SPDM_Templates InvoiceTemplateSPDM.xlsx /SDMApp ISDMApp/Shared Documents
xlsx

=) [E Testi23 /SDMApp SDMAppiListsiinvoices  /SDMApp /SDMApp/SPDM_Templates Invoice TemplateSPDM docx /Clients/CLLLPICLLLP1/SubSe [ ientS/CLLLPICLLLP1/SubSiteT/Shared
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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

Configuration Options

n Mo Preconfigured Template

D Show All Sites (In Site Collection) D Show Sub Sites
O show Library Sub Folders O use multiple templates
Template Information (required) ———— —— Qutput Information (reguired)

SDMApp ﬂ SDMApp

Select Document Template Library H Select Qutput Library

No folder H No folder

D Display Images for Image Hyperlinks

Select Document Template File

D Send an email

Locale and Number Formatting Options (required) File and Save Options

(OB cnglish (United States) en-US n Custom File Name

D Owerwrite Files

2 decimal places

D Save as PDF D Save as PDF only

Merge Item(s) to Document Back to Site

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 Edits when loaded (will increase wait time): 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.

Select Site for which this template settings apply: Select the SharePoint Site for the source list
for which the pre-set configuiartion settings will apply.

Select the source list for which this template settings apply: Select the SharePoint list, from
within the site, for which the pre-set configuiartion settings will apply.
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Template Information (required)

Select Site for Document Template Library: Select the SharePoint Site for the Document Library
that the Word/Excel Document Template is stored in. Sub Sites will display if the Configuration
Option is checked.

Select Document Template Library: Select the SharePoint Document Library that the Word/Excel
Document Template is stored in. Document Library Sub Folders will display if the Configuration
Option is checked.

Select Document Template File: Select the Word/Excel/PowerPoint Document Template file from
the specified SharePoint Document Library. .

Locale and Number Formatting Options (required)

Select Locale: Select the Locale for Date and Time formatting.
Select Number of decimal Places: Select the number of decimal places for number values.

Output Information (required)

Select Site for Output Libray: Select the SharePoint Site where you want to save the Merged
Word/Excel/PowerPoint Document. Sub Sites will display if the Configuration Option is checked.

Select Output Libray: Select the SharePoint Document Library where you want to save the
Merged Word/Excel/PowerPoint Document. Document Library Sub Folders will display if the
Configuration Option is checked.

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).

Send Mail: Check this option if you want to send mail along with the merged document link.
To get more detailed description of this feature go to “Send Mai Option!” section.

File and Save Options

Custom File Name: Enter a Custom File Name as required. By default the Merged
Word/Excel/PowerPoint Document is saved with a file name of the following construct
‘TemplateName_BinaryTimeStamp’. File name can contain multiple field Internal Names
enclosed in '<<’and >>'E.q. <<FirstName>><<LastName>>. To remove '_'seperator use <<<'and

4 ’

>>>

Overwrite Files: Check this option to overwrite an existing file with the same name.
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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.

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 Document. PDF generation will take more time to process.

Once processing is complete the Documents will be saved in the user specifed SharePoint Site /
Sub Site / Document Library / Document Library Sub folder with the List ltems replacing any
Merge Fileds (Word) Place Holders (Excel, PowerPoint).

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.
e Go to app landing page and select the Mail Merge tab.

_ SharePoint Document and Mail Merge

for SharePoint

| Overview You can create email templates with Pre-set Configuration Settings to perform mail merge operations on SharePoint lists

| Configuration

f ) Mail Merge Pre-set Configuration Settings
| Mail Merge

Please refer to the SharePoint Document and Mail Merge Add-in Manual for detailed Configuration Information click here

Events
Generate Link

Usage

FAQ's
| Support

| Version

e Click on “Mail Merge Pre-Set Configuration Settings”
e This will redirect to the email template list (DocMergeMailTemplates).
e Here we can specify the email template.

DocMergeMailTemplates

Q Title To From Ce Bcc Subject Body Mail Options
Q Test Email Template : hiral@cirrussoft. peter@cirussoft  sunil@cimrussoft. liam@cirrussoft. Sample Mail of Hi, SharePoint
onmicrosoft.com  .onmicrosoft.co onmicrosoftcom  onmicrosoftcom  <<Titles>
= <Authers»; m; Please find the

<<Group>> merged
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D

Test Email Template

Title *

Test Email Template

To

hiral@cirrussoft.onmicrosoft.com; < <Authers »;<<Group= >

From

peter@cirrussoft.onmicrosoft.com;

Cc

sunil@cirrussoft.onmicrosoft.com

Bcc

liam@cirrussoft.onmicrosoft.com

Subject

Sample Mail of <<Title> >

Body
Hi,

Please find the merged document here:

<< MergedFilelUrl = =
< «<hergedPDFFileUrl» =
See more

Mail Options
SharePoint

SharePoint

Outlook

Add attachments
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e Title: Unique and required field to identify the email template.

e 7o 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

hiral@cirrussoft.onmicrosoft.com; < <Auther» »;< <Group> >

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

e 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

|peter@|:irrusm"t.c:-nmicrcsnﬂ.ccum; sunil@cirrussoft.onmicrosoft.com < <Auther= = |

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

e 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
| liam@cirrussoft.onmicrosoft.com |

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

e From: Case where mail sends through SharePoint and if you want to display any user name
of your tenant in “From” address then you can specify the valid email address of the user
whose name you want to show.

e Subject Subject of the mail, you can include the placeholders too.

e Body. Body of the mail, you can include the placeholders too. If you want to include the link
of the current merged document, you have to 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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Body &
Hi.

Please find the merged document here:
I{{MergedFileUri:—} |

|< =MergedPDFFileUr] > = |

FRegards,
o -c'Author:- n
<<reated>>

e 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 (Note: This option is not available for Custom Connector)

Mail Options
SharePoint s

SharePoint

outesk

Once template is created you can use this template to send mail while performing document
merge.
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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://documentmerge.com/support/

https://www.documentmerge.com/
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