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Mass Letter Merge 

Summary  

Module Letter Merge 

Level Medium 

Requirements B1UP 2.9.1.0 or higher 

Scenario 

The customer wants to make the same standard letter to several business partners, selected by the BP 
selection window, and have activities created for each one. 

Needed Configuration 

You will need to have created a Word template to use in advance. The following types are valid: 

a. .doc – Standard Word 2003 document. 
b. .docx – Standard Word 2007/2010 document. 
c. .docm – Word 2007/2010 document with macros enabled. 
d. .dot – Word 2003 template. 
e. .dotx – Word 2007/2010 template. 
f. .dotm – Word 2007/2010 template with macros enabled. 

Templates contain key words which can be found in the table BOY_20_BFMT. This table can be accessed 
from within SAP B1 through Tools > User Tables > BOY_20_BFMT. Below is a screenshot that shows what it 
looks like: 
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As you can see the keyword <<CardName>> is marked, to show you that this is one of the keywords I use in 
my Word template(SAP Contract.dotx), as shown below:
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Use of functionality 

The customer opens the Mass Letter Merge window which can be found at: Main Menu > Business Partners 
> Mass Letter Merge. Then he opens the BP selection window by clicking the Advanced button. The 
screenshot below shows the window: 

 

In this window it is possible to make selections, save them, or have them transferred to the Mass Letter 
Merge window. The customer unchecks the Ignore properties checkbox and checks the first property. He 
then clicks the Preview button to populate the grid to the left, to get all BP’s that have the property 
checked. The customer is happy with the 5 results returned, and decides to save this selection as a BP 
selection template. He types in a name in the Template manager section of the window, and clicks the Add 
button to save it. When he is done, he closes this window, and returns to the Mass Letter Merge window. 

The customer selects the newly created BP selection template from the upper combobox in the Mass Letter 
Merge window. Doing so populates the grid with the same business partners as show in the BP selection 
window: 
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After the customer has chosen the targets of the letter he wants to send out, he chooses the Word 
template he wants to use. In this case he wants to use the one called contact template, which refers to the 
file named “SAP Contract.dotx”.  The customer checks the Save as activity checkbox, because he wants to 
have activities generated to Donna Brown. Notice that the customer has also checked the Attach merge file 
checkbox, which will attach the file used for creating the letter merge, to the activities created. For enabling 
this feature in Mass Letter Merge it is important to have an attachment folder path defined in SAP B1. This 
is done from Main Menu > Administration > System Initialization > General Settings > Path > Attachments 
Folder. 
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None of the three other checkboxes are checked, as none of them are appropriate for this letter merge. 
When the customer has made the right selection, the letter merge + the creation of activities is started by 
clicking the Merge button. Doing so will create a new Word document looking something like this: 

 

This document contains 5 pages, one for each business partner selected for the letter merge. The activities 
created now contain the attached merge file: 
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