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StreamV Mail Merge



Application Note


Mail Merge in StreamV
Mail Merge is the process of combining a Microsoft Word Document with a data file to produce one or more copies of the Word Document with the data merged into it.  StreamV provides multiple automated processes to perform this task.  In addition to creating the input data file for merging data into a Word document StreamV keeps a record of what was sent in each contacts “contact history”.

To perform a mail merge the following are needed.

1. A Word document containing the appropriate mail merge codes.  These codes are used to link the data in the input data file with the place in the document where the data should appear.  This document must be setup ahead of using the Mail Merge feature, and will be prompted for after clicking on the mail merge button.

2. A data input file.  The first line of this file must contain the list of the fields.  The second and additional lines contain the data to be merged.  The fields are tab delimited and each line is terminated by a CR/LF.  The standard StreamV mail merge file contains the Contact and parent Customer information (all fields).  Which fields are contained can be over ridden by the creation of a TextData control record 

Sending a single document to a contact
1. Locate the contact in either the Contact Manager or the Contact Detail panel, click on the mail Merge button.

2. The system will prompt you to select a Word Document from pre-defined directory. 

3. Then, the system will create a Mail Merge Input Data File with the same name but with the extension “.TXT”.  This file will contain the information to be merged into the document selected.
4. MS-Word is then to open the Word document.  You are prompted by Word to import the data. At this point you may edit the Mail Merge document or use the template as is.

5. Once you have printed the documents created, you are a prompted whether or not you edited the template.  This is done to allow the system to save a copy of the edited template with the contact history.  

Sending Multiple Documents
This is done from the Action Builder (accessed from the CRM menu).  Using this procedure an SQL statement is used to select which contacts a document should be sent to.  Once the desired set of contacts is displayed in the Action Builder the Mail Merge button is clicked and the same process above takes place.  Contacts may be selected from one or more companies at once.  Note: which fields are displayed in the result does not effect what data is sent to the mail merge file. 
Setup

1. F248:MERGTEMP - Tells the system which directory to default to when about to run the mail merge process.  The directory will contain the Word documents to be used.  Defaults to c:\cove\MailMerge\docs.
2. F248:MERGSRC - Tells the system where to create the data input file  when about to run the mail merge process.  

3. The Word Document – this is created in Word from the Tools menu, Mail merger, new document.  The first time use the wizard.  Select a word mail merge template, the template will be displayed.  You then you are prompted to select a data source.  Word will default to ODBC data sources, but you may select to use a data file as the data source.  Select the data file.  This is an important point as you cannot setup a mail merge document without the data file (or source) being present.  
4. Place this files in the directory pointed to by the parameter above.  Once you have selected the data file you then link the tokens in the mail merge template with the actual data file field name.
5. Field list: F240:SCR:MAILMERG:CUSTCOMP contains the list of the fields to be output in the mail merge data input file.

6. You can download a copy of the default CoveMailMergSample Word Document and DataFile file from

www.covesys.com\downloads\SupportFiles\CoveMailMergeSample 

Definitions

CoveMailMerge.pkg – Mail Merge Button class
