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Users Guide  

1.1 Intro duction   

Documents  Core Pack (DCP)  provides the possibility to create and manage documents 
associated with CRM ï records in a comfortable and structured way. Additional 
utilities simplify and improve the use of MS CRM and optimize business processes 
like sending quotes or in voices.  
 

Main Features:  
 

 WordMailMerge -   Enables creation of Word - Documents with data from MS 

CRM. It is capable in resolving any entity relationships  and works with  custom 
as well as  standard MS CRM entities. Therefore DCP provides the opportunity 
to e.g. create Quotes & Invoices including data from related records like 
ñother contactsò, accounts, products etc,é  

 Activity Creation -  Create Letter, Email or Fax activities with the generated 
content stored back to the regarding CRM record.  

 Send as PDF -  Send documentsas PDF files. DCP can convert generated 

documents to a PDF format ;  

 Document Management  -  Provides option s to link DCP with MS CRM 
Sharepoint integration or shared files:  

 

 Document Summary -  Document Summary can be used to  show all 
documents  and records (Cases, qutoes, invoices,..) related to a specific 
record. E.g. Users can open an account and get an overview of all documents 
of this account and of all related records.  

 

This documentation aims to describe the main settings, including step - by-step 
descriptions about how to use all benefits provided by DCP.  
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Documents Core Pack - Templates  

Documents Core Pack ï Templates include predefined fields, so -called mail merge 
fields. These are references to attributes in the CRM - System (Name of Compa ny, 
Address, Primary Contact, Mobile phone numberé).  
 
It is possible to create templates for each MS CRM ï Entity (Contacts, Companiesé).  

 
The created templates can then be used to by each user for generating documents.  
 
Sample templates are included in  the DCP  install. (Quote and Invoice Templates, 
etc.)  

 
Basically there are two types of templates -  "Standard" and "Office Open XML" . The 
following comparison illustrates the main differences.  

Standard:  Office Open XML  

Advantages:  
 Use of the MS Word 

ma ilmerge - functionality  
 CRM-attributes are treated like 

standard MS Word mergefields.  

 All MS Word formatting options 
allowed  

 
Disadvantages:  

 Complex configuration of 
templates that should show a 

list of items (e.g. a quote 
including a table of quote -
prod ucts)  

 Macros often required. (e.g 
grouping  

 Only one ñOne:Manyò- relation 
can be dealt in a template.  
 

 

Advantages:  
 CRM-attributes are handled by 

ContentControls  
 Automatic creation of line -

item - lists.  

 No limitation on the number of 
ñOne:Manyò - relati ons  

 No Macros required  
 
Disadvantages:  

 Template creation requires a 

higher amount of MS Word 
experience  

 The Automated Line - Item parts 
do not allow to use all MS 
Word - formatting options.  

 Some ñcreate crm activityò-
specific options cannot be 
used.  

 

 

2 .1 Standard Templates  

The following steps will show you ho w to create a DocumentsCorePack Standard -
template.  

 
1. Start Microsoft Word.  
2. Write or open a document with the required content.  
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3. Add MS CRM Fields . To do this click  the c360 tab on the Wor d Document, then 
select the " Insert Merge Fields" option  in the toolbar.  
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4. The following Message will appear:  
 

 
 
Press [No] to proceed creating the standard template.  
 
5. The following Taskbar will appear:  
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First choose the primary entity of the  template you want to create [Select Type].  
 
There are specific CRM - Attributes and different form letter - fie lds for each entity. If 

ñContactò is selected, DCP  will make available all fields and related entities of the 
entity ñContactò.  We have chosen ñAccount ò as the "Select Type" for  our example.  
 
With a double click on the various fields or by selecting specific fields and clicking on 
the button [Add] the selected fields are inserted into the template.   At the bottom of 

the list of Account Attributes, yo u can open related entities click on thier attributes 
as well.  

 
6.  Save the Template   
[Documents Core Pack for MS CRM] - > [Save Templates]  
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7.  The following dialog will appear:  
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In this window you can name the template you created and decide in  which category 
they should be stored.  
 
If the template is stored u nder "My Templates", other user' s access is denied.  
 

From this dialog, using the icons in the upper right corner, you can also :  
 Create new groups  

 Update existing groups  

 Delete Template s 
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After saving, the  template is ready to be used. You can verify this by  open ing the MS 

CRM Client and open ing an Account  record . 
 
Note that the c360 DCP "Print in Word" icon is available both from:  
 

 The Entity Grid  
 

 
 

 And the Entity Record Itself  
 

 
 

A merge can be started with a click on the ñPrint in Wordò button at the top. 
 
8.  A fter clicking on[Print in Word], a new dialogue that allows us to choose the 
template we want to use appears.  
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9. Select your Template and click [OK]. You will see that  the letter contains the 
desired  fields. The fields are filled wit h data from the selected Account .  
 
10 . In order to produce a letter - activity with the generated template and the content 

you wrote as a description, click the [CRM Activity] -  button in MS W ord.  
 
The content of the word file will be used automatically as description.  
 
More details will follow in the next chapter.  
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2 .2 Creating Templates U sing Office Open XML  

The procedure for creating a  custom template is very similiar  to those of using 

St andard T emplates (Chapter 2.1).  
 
Office Open XML has been invented to enable creation of very complex templates 
that normally require the use of Macros.  
 
This chapter contains a Step - by-Step description about how to create a Quote With 

grouping tem plate.  This means, that the qout e-products are grouped by the value of 
a specific CRM -attribute (e.g subject), which is a common ly requested  requirement.  
 
1. Create template layout   
 

First we need to create the basic layout of the template.  
 
In our case this i s a Header  section  containing information about the customer 
(address, contact -information,é) followed by a list of products grouped by subject .  
We then have  a footer  section .  

 
As in the previous chapter we can do this by simply  opening the ñInsert Mailmerge 
Fields " dialogue  and insert the fields we want. All N:1 relations are resolved 
automatically, so we can insert fields from the potential customer  (i.e Company 
Name, Address, Owner, etc . ) 

 
First we will  choose ñQuoteò in the ñSelect typeò- dropdown - Box. 



   
   

www.c360.com  Page 13  of 63  7/1/2011  

 
 
 
 
After inserting some fields and pictures, our basic quote template is ready and looks 
like this:  
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The Product A, Product B, Product C  part marks the place where we want to add the 
list of quote -products including a total field at the end.  
 
When using Standard templates, we would now have to ad if - statements and switch 

the directory type and so on. With Office Open XML, this is a lot easier.  

2. Add line item relationship  

First we need to resolve the Quote -QuoteProduct relationship. Therefore we n eed to 

click on the [Additional] - tab in the InsertMailMerge -Fields taskbar . 
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The"Additionalñ section allows to resolve any relation within CRM and brings up a 
list of all attributes from the related entities so that they can be used within the 
doc ument too.  
 

When hitting the ñAdd new Entityò button, the following window appears: 
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Here we can choose a relationship(1) (Quote - >Quote Product in our example) and 
select the fields that should be available for insertion (2).  

 
At the bottom we can  add further link - elements the same way. E.g QuoteProduct -
>Product (3).  
 
If necessary we could also define a sort -order for the quote -products or specify a 
filter value.(4)  

 
That s͍ basically all we need. We can finish this procedure with a click on [OK]  

 

3. Inserting table  

When getting back to the template, we can see that the attributes chosen at step 2 
are now listed in the task - Pane.  
 

The procedure of inserting a table of  items is completely automated, so we just need 
to set the curser to the position where we want to add the table and double click on 
one of those attributes. The following message will appear:  
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So we can choose whether we want to add a table header or n ot. In our case we 
choose header + footer and proceed with a click on [OK].  
  
As a result the table will be inserted at the given position:  
 

 
 

4. Formatting the table  

 
Once the table is inserted we can add fields like quantity, product -name or even a 
tab le header with column - names with the formatting Options available on the 

www.mscrm - addons.com -  Ribbon:  
 

 
 
Once finished our table could look something like this:  
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The ñField propertiesò allow us to specify e.g. the format of money fields like 
<<extende damount>>:  
 

 
 

5. Result  

After saving the document and Choosing CRM - data we can see the result with th e 
replaced fields at the top , the line item table including the s um in the middle  and 
the bank - details at the bottom . 
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3 Generate and Save D ocument s B ack to CRM  

 
In this chapter we will take a look on the two possibilities to write generated 
documents back to CRM:  
 
1. Create CRM activity  

2. Send as PDF  
 
We will work with the Templates included in the setup and explain both options Step -
by-Step  
 

After doing that, the word document will be accessible in MS CRM and you are able 
to e.g. Send an email with the PDF -document attached.  
 

3.1 Generate a D ocument -  Step by Step Description  

 
Step 1: Open a quo te and click on the new button " Print ͍  

First we need to generate a document. As described in Chapter 2, we open the CRM -
record we want to create a document for and start with a click on ñPrint in Wordò. In 
our case we will use a quote.  
 

 
 
Step 2: Select a template  
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A window appears wh ich allows you to select the template you want to use.  

 
Choose a template and proceed with a click on ñOKò. 
 

 
 
If you receive the following "Security issue ,͍ open the Installation Guide and go to 
Chapter 1.4.1 (Installing the client component/Prerequisit es). There you will find a 
description of what you have to do, to solve this issue.  
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Step 3: Result  

As result you get a quote which has already replaced the merge fields with the data 
out of the MS CRM.  
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Now the document is ready and we can save the  document back to CRM.  
 

3.2 Send as PDF  

 

INFO: PDF - settings  
 
These settings can be accessed in MS Word - >WordMailMerge Settings - >PDF - settings 
(2 nd tab)  
 

Here we can define which PDF -printer should be used, how the temporary saved PDF 
files should be hand led and whether Outlook should be used to send the mail or not.  
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PDF Printer:  

ü MS Office Save as PDF Add - In for Office 2007 / 2010 ( Free Download )  

ü PDF Creator ( Free Download )  
 
 

Step 1: Click on ñSend as PDFò  
 
After clicking the button  
 

 
 
A ñSaveFile-dialogò will appear that allows us to choose the name for the PDF-file 
and where it should be temporarily saved.  

http://www.microsoft.com/download/en/details.aspx?displaylang=en&id=7
http://www.pdfforge.org/
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After  clicking [Save], DCP will generate the PDF, create and bring up a new email -
activity with the PDF - file attached.  
 
Step 2a: Result ï ñuse Send as Pdf with Outlookò-  UNCHECKED  

 
The result is that the following window appears a nd we can add the email - conten t  
before sending the email with the attached PDF.  
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In the ñAttachmentò- section will see the attached PDF.  

 

 
 
Step 2b: Result ï ñuse Send as Pdf with Outlookò-  CHECKED  
 
In this case, a new email will be opened in Outlook  
 

3.3 Create CRM Activity  

 
Next  to the ñSend as PDFò- option, DCP provides the possibility to Create Letter,Fax 
and Email activities with the document attached  
 
The following dialog will pop up after pressing the [ Create CRM Activity ] -button:  
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If you want to create a new activity for a document where an activity has already 
been created you'll see a dialog that allows to select whether to :  
 

 Create a new activity,  

 Add the document to the existing activity  
 Replace the exi sting document with the new one  

 

 
 
The Word document has been add ed to the ñNotesò tab.  
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Note : When using Sharepoint or FileExplorer Integration, the document will be 

saved on the specified location and the activity contains a direct link to the 
document.  
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4 Performing a Mail Merge with Many R ecords  

 
This chapter will  show some of the basic features provided by DCP regarding 
mailmerge - procedures with multiple records.  
 
This includes:  

1) Create letters for multiple records (e.g. contacts)  

2) Using Saved views to choose data  

3) Running a mailmerge for marketing lists   
 

 

4.1 Step by Step Description ï Create letter for many records  

In our example we want to send a Certificate - letter to some contacts . 
  
Step 1: Open Word and choose a template  
 
The templ ates are separated by entities.  T his means every template belongs  to an 

entity.  
 
Click on ñOpen Templateò in ñDocuments Core Pack for MS CRMò. 
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We can proceed with a click on [Open Template].  
 

A document, based on the selected template will be opened.  
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Note the mergefields that are included in this sample.  M ergefields are used to pull 
the desired data from MS CRM.  

 
Step 2: Choose CRM Data  
 
Now we have to select the contacts we want to create a letter for. Therefor we 
proceed with a click on ñChoose CRM Dataò 

 

 
 
Step 3: Search Window  
 
The search window app ears.  

 


































































