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Single Letter Merge 

Summary  

Module Letter Merge 

Level Easy 

Requirements B1UP 2.9.1.0 or higher 

Scenario 

The customer wants to make a standard letter to a business partner, based on a Word template. 

Needed Configuration 

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

 

 

Use of functionality 

The customer opens the Business Partner Master Date window, and finds the business partner he wants to 
send a letter to. 
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In this case it’s the customer with CardCode 020013. He then clicks the Letter merge button to open the 
Letter Merge window, as shown on the screenshot below: 
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The customer has different ways of choosing the Word template he wants to use to create his merge, but 
chooses to use the open file dialog button (the one labeled “…”). 

The customer wants to use the file called “SAP Contract.dotx”, so he selects it from the open file dialog box, 
and clicks Open. The customer doesn’t want any activities created when merging, so he keeps the “Save as 
activity” checkbox unchecked. 
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Now when the customer is ready to create the merge, he just clicks the Merge button to execute the 
operation, which opens the Word application to show you this result: 

 


