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Important Notice

TaiRox does not warrant or represent that your use of this software product will be uninterrupted or error-free or that the

software product can be run with any other version of Sage ERP Accpac other than 5.4A, 5.5A, 5.6A, 6.0A, or any
ersion of Sage 300 ERP other than 2012 or that the information in this document is completely accurate. TaiRox
arrantees that any media by which you have received this software is free from defects. TaiRox will replace any such

defective media. TaiRox expressly disclaims all other warranties, representations, conditions and guarantees of any

kind including, but not limited to warrantees for merchantability or fitness for a particular use.
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Summary

TaiRox Mail Merge integrates Sage ERP Accpac with Microsoft Word’s mail merge function. The
integration presents an Accpac-style interface from within the Accpac desktop. Mail Merge
eliminates the need to export Accpac data, manually manipulate that data, and to define the
resulting file as a Microsoft Word “data source”.

Mail Merge is designed for the production of merge documents from Accpac, and is integrated
with A/P vendors, A/R customers and US and Canadian Payroll Employees. All relevant Accpac
fields are presented with definitions to ease the preparation of a “mail merge template” within
Microsoft Word. Optional fields defined for the modules are also available for selection into a mail
merge document.

Vendors, customers, or employees are selected using the exact mechanism used in Accpac’s
reports. After selection, the selected items can be “cherry-picked” for mail merge. The cherry-
picking mechanism can be adapted for reports by TaiRox programmers. Contact TaiRox for more
details.
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Overview

Mail Merge operates from within Accpac, using Accpac’s look-and-feel. A single screen provides

access to A/P vendors, A/R customers and US and Canadian Payroll employees. On that screen
a drop-down list is presented prompting for the Accpac module the mail merge is to be performed
on (A/R, A/P, US or Canadian Payroll depending upon what is installed and activated).

SAMINC - TaiRox Mail Merge (=13
File Help

Template |E:\Dev\MaiIMerge\Documentation\AH.doc Browsze

Document |C:\Documents and SettingsiUzersty Documentz'Announcement. doc Browsze

Accounts Receivable - Load

Frarm Tao

|[N0ne] ﬂ

|[N0ne] j

|[N0ne] ﬂ

|[N0ne] ﬂ

|[N0ne] ﬂ

|[N0ne] ﬂ

|[N0ne] ﬂ

Additional Criteria. .
Include | Customer Murnber | Customer Name Phone Mumber
LClose
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When a module is selected, an interface exactly like Accpac’s is presented (each module has a
slightly different interface) to select the items appropriate for that module (vendors, customers or
employees). Extending Accpac’s interface, a scrolling list of items is displayed and the items can
be included or excluded on an individual basis.

SAMINC - TaiRox Mail Merge M=E3
File Help
Template |E:HPngram Filez\T aiR ox\MailbergehDocumentationh 4R, doc Browsze
Document |E:'\D ocuments and Settingztzer My Documents'@nnouncement. doc Browse

|.-'1'-.|:|:|:|unt$ Receivable j Load

Custormer Range

Select Customers By Fram To

| Customer Nurber =l Q |[ZZZrrrrrr7z Q,
|Statu$ ﬂ |-"-"-" ﬂ

|[N onej ﬂ

|[N ane] ﬂ

|[N ane] j

|[N ane] ﬂ

|[N ane] ﬂ

Addiional Criteria... |

Include: | Cugtormer Mumber | Cugtomner Marme | Phone Murber | L
ez 1100 Bargain Mart - San Diego (40 451-8331

“es 1105 Bargain Mart - Dakland [402) 451-8531
Mo 1200 Mr. Ronald Black. [213] BE5-0274
Ha ACME Flurbing [316] 555-3341

ez 1240 The Courtyard [917] 5554444

ez 1400 Coastal Electric Compary [41E6] B5b-4733

“es 1500 Custorn Comfort [B04) BEE-F272

Yes 1520 Mr. Stephen Kershaw [B04) BBE-3372

ez 1550 Agtral Construction Co Lid, [512] BB5-91592

ez 1580 Break-Away Designs [916] 5551422

ez 1600 Dr. Dan Penn [515] BBb-4728

Yes 1830 J &% Builders Ltd. [916) B55-9821

Yes 1970 Mr. Ronald Englizh [907) BA5-1719

ez 2130 br. Stroud Oscar Perzall [215] B55-4375

ez 2235 Faregter Building Supplies [415] B55-3830

Tes 2240 Frame-LIp [713) BE5-2273

Yes 4030 The House Doctors [201] 556-7374

Yes A100 B azhaw Bulldozing [305) 5ER-1212 il

Select Al ‘ Select Mone | 23 Customers selected.

tail Merge Cloge
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If the item selection ranges is not sufficient to select records from you can press the “Additional
Criteria...” button where you can enter additional criteria to select items by. To set the criteria add
and set the columns appropriately and then press the Save button followed by the OK button. To
clear the additional criteria press the Clear button, followed by the Save button, and then OK

button.

[ N Ro rg |
Template |C:\Program Filez\T aiR oxMailkd erge\DocumentationsAP. doc Browse
Document |E:\Documents and Settingz'Uzerty Docurentz\Announcement. doc Browse
Accounts Payable - Load

Wendor Range
Select Yendors By From To
| Wendar Mumber =l Q |z Q
|Status ﬂ |A" j
|[N0ne] ﬂ
|[N0ne] ﬂ
|[N0ne] ﬂ
|[N0ne] ﬂ
|[N0ne] ﬂ
Additional Criteria. . ®. Sat Criteria - Yendors
Include | Wendaor Mumbd  Column [ p——— - Add Delete |
Yes 1750 4 Q
Yes 2150 Field Vendor Number | | | -~
Criteria =1750
Or =2150
4 3
Show Filter| Clear... | Edit Save Cancel
Select &l | Select Mone | 2%endors selected.
Mail Merge LClose

Users must then select a mail merge template (MS Word document) and an output document
location. Mail Merge will then call Microsoft Word to perform the mail merge operation, producing

an output file of merged documents.
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Mail Merge contains field names with extended descriptions so as to ease the creation of a mail
merge template. Microsoft Word is used to create the template and users must know how to insert
mail merge fields into a word document. Installed with Mail Merge are sample templates for A/P,
A/R, US and Canadian Payroll which contain commonly used merge fields. These documents can
be used to start creating a template. To access the list of mail merge field names select Help from
the application menu, and then select Mail Merge Fields...

SAMINC - TaiRox Mail Merge
Ten  User Guide “AR. doc Browse
Mail Merge Fields... 4
Dog License Information y Documentshdnnouncement. doc
,E About..,
Bl TaiRox Software Inc. Home Page..
Select Cugtomers By From To
|[N0ne] j
|[N0ne] ﬂ
|[N0ne] ﬂ
|[N0ne] j
|[N0ne] ﬂ
|[N0ne] ﬂ
|[N0ne] ﬂ
Additional Criteria...
Ihcluds | Cuztamer Number | Cuztorner M ane | Phone Mumber |
LCloze
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A list of mail merge fields is displayed as well as the corresponding mail merge format that you
can copy and paste from into your mail merge template.

2 SAMINC - TaiRox Mail Merge

Template |C:\Dev\MaiIMerge\Documentation\.’-\H.doc Browse
Document |C:\Documents and Settings'\Uszerty Documents\Announcement, doc Browse |

Account: Receivable - Load

Customer Bange

Select Customers By From Ta

| [Mone) j

Mame | Description | Format | -

Cuztomner Mumber Y MERGEFORMAT D |
ARCUS_TEXTSMAM Shart M ame Y MERGEFORMAT
ARCUS_IDGRP Group Code W MERGEFORMAT
ARCLS_IDMATACCT M atiohal Account Y MERGEFORMAT
ARCUS_SWACTY Status Y MERGEFORMAT

List Prezentation with 2 items in the list

0 - Inactive

1 - Active
ARCUS_DATEIMAC Inactive D ate Y MERGEFORMAT
ARCUS_DATELASTMM D ate Last Maintained Y MERGEFORMAT
ARCUS_SWwWHOLD OnHold Y MERGEFORMAT

List Prezentation with 2 items in the list v

LCloze

LClose
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There are additional settings that control the operation of TaiRox Mail Merge and its interaction
with Microsoft Word. To change settings select the File menu choice followed by Settings...

SAMINC - TaiRox Mail Merge r__| ['E| rg|
3N Help
Close il ergetDocumentation’ AR, doc Browsze
Settings... entz and SettingsiU zerby Documentzhvdnnouncement. doc R }
Reset Defaults

|Eccounts Feceivable - Load

Customer Bange

Select Customers By From To

|[N0ne] ﬂ

|[N0ne] ﬂ

|[N0ne] ﬂ

|[N0ne] ﬂ

|[N0ne] ﬂ

|[N0ne] j

|[N0ne] ﬂ

Additional Criteria...
Include | Cusztomer Murnber | Customer Name | Phone Mumber |

Close
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B - [5]x]|
Template |E:\Dev\MaiIMerge\Documentation\AH.doc Browse
Document |C:\Documents and SettingsiUzersty Documentz'Announcement. doc Browsze I

Accounts Receivable - Load

Customer Range

Select Customers By Fram To
|[N0ne] ﬂ
|[N0ne] j
|[N0ne]
W TaiRox Software Inc. - TaiRox Mail Merge Settings
[Nore) | M £ '
W [~ Perform Mail Merge with 'word M asimized

Mone] I~ Highlight M erge Figlds

Additiond [ Suppress Blank Lines

™ Pause Mai Merge on Erar

|
Cloze

Format Field Values: This setting determines whether or not to use the field presentation
information defined for the Accpac field, or whether to use the raw data value. For example the
field ARCUS_SWACT or Customer Status field has 2 presentation values Inactive, and Active,
which represent the raw integer values of 0 and 1 respectively. Checking or not checking this
setting determines whether a merge value of Inactive or O is used to merge into your document.

Perform Mail Merge with Word Maximized: This setting determines whether Microsoft Word is
run in the background, or is launched in the foreground and you can view the mail merge
operation.

Highlight Merge Fields: To aid in the proofing of your merged documents you can use this
setting to highlight the merge fields.

Suppress Blank Lines: By default, Microsoft Word suppresses blank lines in a mail merge when
the result of a MERGEFIELD is blank. However, when you perform a conditional mail merge, the
result of a conditional field may be blank. This causes an extra blank line. You can use this setting
to determine whether to suppress blank lines or not.

Pause Mail Merge on Error: You can use this setting to pause the mail merge process and
display a troubleshooting error should you encounter difficulty running TaiRox Mail Merge.
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