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ZuckerReports Tutorial:
Mail Merge with Microsoft
Word
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Introduction

This Step-By-Step tutorial shows how to use the &eftware “iReport” to design, deploy and
run a simple report with ZuckerReports and exgwoetresult as PDF. iReport is a powerful,
intuitive and easy to use visual report designdtable for use with ZuckerReports
(http://ireport.sourceforge.ngtiZuckerReports is an extension module for SugdteSthe
well-known Open Source Customer Relationship Mameaege software. In short, it provides
the following functions:

Management of report definitions and query temglate

Management of parameter selection lists

Parametrization and execution of report definitiand query templates
Categorization of executed reports and query resoitlater use

Export of executed reports and query results irouarformats
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Step-By-Step Tutorial

First you have to prepare ZuckerReports to butéia source document for Microsoft Word.

» Login to Sugar with your admin-account and open,thekerReports“ module
> First of all lets define a parameter for industejestion. Click on ,Report and Query

Parameters”

Shortcuts * ) ZuckerReports: Home

} On-Demand Reparting

) Report archive “ Report and Query Parameters

} Report and Guery Templates | Mew Report Parameter |

} Report and Guery Parameters

}  Aboutus Friendly Hame = Default Hame = Defa
Account ACCOUNT_ID
Contact COMNTACT_ID
Date DATE
Mesting MEETING_ID
User USER_ID
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» Click on ,New Report Parameter*
o ,Friendly Name" — enter ,Industry”
o ,Default Name" — enter ,INDUSTRY" (beware of case)
o ,Selection”— select ,User-Defined List*
o ,User-Defined List" — enter the list of industrigsu use to assign to your
clients.

For Example:

Appar el ,Biotechnol ogy, Chemi cal s, Communi cations,Constr uction,Consul ting,Education, El ect
ronics,Energy,Engineering,Entertainment,Environmental ,Finance,Food &

Bever age, Gover nment,Heal thcar e, Hospitality,| nsurance,Machinery,Media,Not For
Profit,Other,Recreation,Retail, Shi pping, Technol ogy, Tel ecommuni cations, Transpor tation, Util

ities

> Click on the ,Save“-button

Note: starting with ZuckerReports 1.6f it is possilte to select ,Drop-Down List" as
selection type and use the preconfigured “industrydom” list coming with Sugar.

) ZuckerReports: INDUSTRY

| Save || Delete || Cancel |

Friendly Hame *
Default Hame *
Default Value

Description

Selection

User-Defined List

|In|:|ustr_l,l

(INDUSTRY

| User-Defined List ;I

ationsg, Construction, C

ectranics Energy, Engi
neering, Entertainment
Environmental Financ
e Food &

Beverage, Government
Healthcare Hospitality,

Apparel Biotechnology,
Chemicals, Communic

onsulting, Education,El
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> Now lets prepare the query for contacts selectiick on ,Report and Query

Templates”
Shortcuts | ¥ ZuckerReports: Home
} oOn-Demand Reporting .
} Report Archive N Template List
} Report and Guery Templates | Mew Report Template || Mew Cuery Template
} Report and Query Parameters Hame Type Description
}  Aboutus Account Activities Repart
All Opporunities By Lead Source Report
Meeting Printout Report
My Sales Fipeline Report
Fipeline By Sales Stage Report
All Contacts Gluerny
Caontacts by Account Cluery

» Click on ,New Query Template*
0 ,Query Name" — enter ,All Contacts for Industry*
o ,Query*
select c.id, c.first_name, c.last_name, a.name as account_name, a.billing_address _street,
a.billing_address city, a.billing_address _state, a.billing_address _postal code,
a.billing_address _country, a.industry
from contacts c, accounts_contacts ac, accounts a where
c.deleted = 0 and ac.deleted = 0 and a.deleted = 0 and
c.id = ac.contact_id and ac.account_id = a.id and c.first name!="" and c.last hame!=""
and a.industry = "$INDUSTRY" order by account_name, last_name

» Click on the ,Save“-button

} New Query Template

[ Save || Cancel |

Query Hame * ANl Contacts for Industn |
L c.id = ac.contact_id and ac.account_id = a.id and
cfirst_name =" and clast_name =" and

a.industry = "FINDUSTREY"
order by account_name, last_name

Description
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» Now select the ,Industry“-Parameter in the ,Paraan&election” Box and click on

the ,Attach“-button
» Click on the ,Run Report“-button

)} ZuckerReports: All Contacts for Industry

| E dit || Delete || Fun Report |

Chiery Hame Al Contacts for Industry
uery

a.name as account_name,
ahilling_address_street,
ahilling_address_city,

select c.id, cfirst_name, c.last_name,

Description

N Parameters

Friendly Hame

Parameter Hame

Industry

Selection

INDUSTRY

User-Defined List

“ Parameter Selection

Parameter

I.-’-'-.n:ccuunt [Uzer-Defined Gueny] ;I
Parameter Hame *

|ACCOUNT_ID
Default Value |
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» In the ,Format“-Box select ,Simple HTML (*.html)*
» Check ,Include Header*

» In the ,Industry” box select the industry you wamido a mail merge
» Click on the ,Run Report“-button

)} On-Demand Reporting: All Contacts for Industry

s Report Selection
Report I.-'-‘-.II Caontacts far [ndustry -
Attach Report To |-None- = | Change

» Format Preferences
Format [HTML [* himl] B

Include Header

] Parameters

Industry | Entertainment =]

| Fiun Feport |

» You can now see the report result as a HTML file.

) ZuckerReports: 050626_210202_all_contacts_for_industry.html

|L||:| || Publizh Report || Delete |

Filename 050626 210202 all contacts for industry.html
Not Published

Description |Query select c.id, cfirst_name, clast_name,
a.hame as account_name,
a.hilling_address_street,
ahilling_address_city,

» By clicking on the filename, you can have a lookhat generated data source.

» Right-Click on the filename and select ,Save Tawyet..” (or appropriate for your
browser)

» Save the file somewhere on your harddisk

| ud |f'11‘st_11ame last_name |account_name |]Ji]]i.11g_ml[h‘ess_street billing_address_city billmg_addre
49ceaicl-

ee75-4f88- . & & E Capital .

717 Sophie Abbott Funding Inc 999 Baker Way Thio CA
425cfb237e72

cf3befde-

Te26-fha0- . & & E Capital .

1d94. Sophie Abbott Funding Inc 999 Baker Way Thio CA
41ad7a582c3e

I__"‘\’_.""‘\_n’\"‘\ I | I
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> Now let’s design a mailmerge letter with P e Lt

Microsoft Word. Start the application Datenduelle
and create a mailmerge letter with the

menu item , Tools -> Mail Merge*. [ Datenimportieren =
» In the Mailmerge-Dialog select item Datenguelle erstellen. ..
,,Ope“n Datasource” in the ,,Import 3 Dakenguelle Sffnen. .. cenfi
Data“-Box. Select the HTML file you = Adressbuch verwenden. ..
saved from ZuckerReports in the steps Steuersatzoptionen. ..
above.

id

First_name

last_name

account_narme

J| Seriendruckfeld einfiigen = | Bedingungsfeld einfi

» You now can see all of the fields you can use
in your letter in the mailmerge dropdown
box.

» Design your letter and select an entry from
this dropdown box to insert it at the selected

billing_address_street position.

billing_address_city

billing_address_state

billing_address_postalcode I

billing_address_country

industry

TN 00

Hereisan example for a simple letter:

afirst namey «last namey
abilling_address_streety
abilling_address_postalcoden «billing_address_citys, «billing_address_countrys

Dear afirst names «last_namen,

We are proud to announce our new product.
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Hint: By using the arrow buttons in the Word toalbgou
can switch between your sugar contacts in desigw.vi

1
i M
"] aec

Alice Stewart
999 Baker Way
T7760 Ohio, USA

Dear Alice Stewart,

We are proud to announce our new product |

» Save the word template as ,All_Contacts_for_Indudtic” to your local harddisk.

» Now lets upload the word template to ZuckerRep@&@tiek on ,Report and Query

Templates”
Shortcuts Y ZuckerReports: Home
)| On-Demand Reparting .
J Report Archive ~ Template List
] Report and Guery Templstes [ Mew Report Template |[ Mew Query Template ][ Mew'word Template |
] Report and Guety Parameters Harme Type Description
] Aboutus = Meeting Printout Report
'@ Pipeling By Sales Stage Report
'@ Sales Pipeline Repont
g All Contacts Guery
& All Contacts for Industry Cluery
» Select the query ,All Contacts for Industry*
» Click on the button ,New Word Template*
» Enter ,All Contacts for Industry” as template name
» Click the Browse button and select the word tengplall_Contacts_for_Industry.doc
from your local harddisk
» Click the Save button
|snortcuts " 1) ZuckerReports: All Contacts for Industry

} ) ©On-Demand Reporting

|} Report Archive ! [_Save ][ Cancel |
! ] Report and Guery Templates |
E ] Report and Query Parameters | Template N_ame : All Contacts far Industry _ i |
11 sboutus | Template File C:\Dokumente und Einst| i Durchsuchen. I
: Description

Query All Contacts for Industy |~ |

» Now lets execute the mail merge document. ClickReport and Query Templates*
» Click on the new word template ,All Contacts fodLrstry*
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Shortcuts *| )] ZuckerReports: Home
]} ©n-Demand Reporting .
] Report Archive Template List
] Feport and Guery Templates | Mew Report Template || Mew Query Template || Mew ‘wiord Template |
] Report and Guery Parameters Hame Type Description
ot us eeting Printau epn
Aot Meeting Printout Report
'@ Fipeline By Sales Stage Repaort
'@ Sales Pipeline Report
) All Contacts Query
E All Contacts for Industry Cluery
z Caontacts by Account Guery
Al Contacts far Industry Wiord Template
il MailergeTest (MS Office Mailmerge Demay Word Template

» Click on the button ,Create Report*

Sherteuts | )} ZuckerReports: All Contacts for Industry
] On-Demand Reporting _

l P e Edit || Delete || Run Report |

] Repart and Guery Templates Template Name  All Contacts for Industry

] Report and Query Parameters Template File all contacts for industry.doc

] Aboutus Description

Cuery All Contacts for Industry

» If you implement a serial letter first time, loaddainstall the ,ZuckerReports loader*
» Select your format settings, for example ,New Doeuth
» Select your parameter, for example ,Entertainment”

Shertcuts * )} on-Demand Reporting: All Contacts for Industry
] On-Demand Reparting .
J  Report archive Report Selection
] Report and Query Templstes Report I All Contacts for Industry ;l
] Report and Guery Parameters
] Aboutus Format Preferences
Format | Mew document =]

Please install the ZuckerReports Loader for Microsoft Office support.

Parameters

‘ Industry ¢ Entertainment

» Click on the button ,Create Report* and open theif your browser

Contact

For licensing questions please contact usas@go-mobile.at
For support questions please contact wpport@go-mobile.at
For general questions please contact wdfaie @go-mobile.at
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