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1. Installation
*NOTES

1) Please close ACT! before starting the installation

2) If Running Windows 7 Turn off User Account Control Settings
during install (UAC) This can be turned back on after installation
3) If Running Windows 7 right click and run as Administrator

A. Click on “Setup.exe”

B. Select the installation folder
Default Path:
C:\ProgramFiles\ACT\
ActforWindows\Plugins

Select who to install for:
Everyone (default)

Myself

Click “Next”

"5 KCI PDF Merge
Welcome to the KCI PDF Merge Setup Wizard

The installer will guide you through the steps required to install KC1 PDF Merge on your comouter,

WARNING: This computer program is protected by copyright law and intemational treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in sevare civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

Cancel

" 14 KC1 PDF Merge

Select Installation Folder

The installer will install EC1 PDF Merge to the following folder.
Ta install in this folder, click "Next". To instal to a different folder, enter it below or clic< "Browse".

Folder:
C:\Program Files\&CT\Act for Windows\Plugirs\ Browse...
Disk Cest... |
Install KC| PDF Merge for yourself, or for anyone who uses this computer:
& Everyone
" Just me




Confirm Installation [

Pl
The installer is ready to install KCI PDF Merge on your computer.
Click "Next" to start the installation.
C. Confirm Installation by clicking
“" ”
Next
Cancel < Back |1" Net> |

Installing KCI PDF Merge %,

KCI PDF Merge is being installed.




_E;’,l KCI PDF Merge

Installation Complete

KCl PDF Merge has besn successfully installed.
i ini Click "Close" to exit.
D. Click “Close” to finish ick "Close" to exd

Please use Windows Update to check for any critical updates to the NET Framework.

|L_Gose ]

System Requirements:

1. ACT! 2009, ACT! 2010, ACT! 2011, or ACT! 2012 by Sage (PC must meet Sage’s guidelines

for minimum system requirements for ACT!)
2. Microsoft Office XP through Office 2010
3. PDF software capable of creating PDF forms

*NOTE — There are some limitations with using Outlook 2002/XP for emailing




2. Reqgistration — In ACT!

A. In the menu bar under “Tools” select “PDF Merge Setup”
& Sage ACT! Premium - ACT2011Demo = X )
| File Edit View Lookup Contacts Schedule Wite Reports Tools | Help — ‘__h;‘“‘“«
\ ; i BT »
Sage ACT! Q. © | §7 v TR | @ B | Q.
: | Bad | Ne| DefineFieids.. Do Note History | Search
= s [ Design Layouts b B
Contacts « Detail View | &7 List Vi [
(& Detai View | &) st View Design Dashboards.. Farese
Lookup T |Basic Contact Layout - 1024x7 £ Manage Users..
Contact Fiele: | 7
f |- || Businesscard | {8 Manage Teams... Status
[Cortact ‘:i Contact (ChrisHuffi  Fassword Policy... 13 East 54h St 1D/Status [Engloyee
|| Contains: e company [CH TechOn Web Site Administration... Suite 300 Referred By E
| - | E Title _CE(_)_ E)ataggse Maintenance 3 | New York . E Latest Activitics -
Mere Options... e Admntrotd ConyertACTI30-60kems.. [y ][00 | emai (1102006
Related Tasks ~|| salutation (Gis |  Scanfor Duplicates... United States [] call Attempt/React
- e 1oL Phone 21255524 CoPy/Move Contact Data. 2125552486 () Meeting (4872009
%+ Welcome Mabile (21288847~ Letter Sent '
e Update Salutation Field... pr— —
E-mail : HT CHTechONE com
@ Groups Last Results L 20 Dathbase < El
"1, Companies S kg Synchronize with Cutlook » . =
— - ACT! Scheduler,..
" calendar | Contact Access | User Fieids | M . _ -
e Actiites | Oppartunities [ Histor (9 Timer.. Shift+F4 [ Secondary Contacts | Relationships | Web Info | Personalinfo |
Dates: |All Dates vl Customize b fities: | All [+] 2 select Users i
&) oppotuntio o T By o pesiesin egwing BE
.2/ Reports 0@ S | FDF Merge Setup iris Huffman r
= OB %S e Chris Hufiman
| Dashboard 0O @™ %S Chais Huffman
== B Cheie b b =
2« it J » I
T = ———
- ——— — A

B. Click on “Help” and select “About”

PDF Merge Setup

Create New Folder on Each Attach PDF to History Tab on Merge Load Enhancment:

Merge inthe PDF Work Directory Create Email with Attachment Log Events: [
Open PDF After Merge Show Splash Screen: [

PDF Woik Directory: (c:\PDFWork L e ]

ACT! Administrator | Chis Hulfan vl

Default Mass Email Process: | Display Email v ‘




C. Click on “Unlock”

r.d'J.CT! Software
Demo Copy
/( ), PDF Merge
By SystemsNet

Platform: Windows XP, Vista & Windows 7
Version: 1.10 CRM System: ACT! By Sage™

Machine Name: E6410 Copyright: August 8, 2009

Waming COpyﬁght Protected Author: C. Joseph Keesey Ill, MCAD

= E 3 -— =

D. Answer “Yes” to the question that you have the email address and license no.

License Type Check

Do you have your email address and license No?

Mo

E. Fill in the form and select “Activate”

Enter the email address and license no given to you with the purchase of the product and click
activate to license your product on this machine

Sy | R  rrym—whbbHb=b7==zh—hb=: gmbs;smsa——m,,

License No:

Note: Enter the email address of the person the license is assigned to and the license number
that was emailed at the time of purchase. Each license number can only be used one time.
Once a license number has been activated, it cannot be used again.



3. Configquration of Custom Tables — In ACT!

*NOTE - These steps are to be completed by the Administrator and only
need to be done once

Pre-configuration tasks
A. Create 2 new Folders: “PDF work” and “PDF Template”
1. Single users create on local C:drive

2. Network users create on a shared network drive

Creating Tables
A. Open ACT!
B. In the menu bar under “Tools” select “PDFMerge Setup”

€& Sage ACT! Premium - ACT2011Demo

| File Edit Wew Lookup Contacts Schedule Write Reports Ioolslu_elp

sng : p—— .
5 Spelling... Alt+F7 L
« peling }
Sage ACT! " | b ‘ B | @ | Q.
k | New = Do Note History | Search
= E.Y Design Layouts L pr——
Contacts « |[& Detail View | &1 List View| ™ Dﬁ;‘ . e 2 B 5@
Lookup = ] Basic Contact Layout - 1024x7 £ Manage Users
Contact Field: 1%
sy L | = Card {8 Manage Teams... Status
i +E - i ;
[ [Contact L Contact Chris Huffi Password Policy... 13 East 54h St 1D/Status | Employee
)| Contains: Company H Te b Web Site Administration... Suite 300 | Referred By
Go = | : = !
[ | C Title CEO Database Maintenance * | New York E et A hitiee
More Options... Datt Conyert ACT! 3.0 - 6.0 Items... e 3 e o .1.11& i
Related Tasks «|| selutation [Chas Scap for Duplicates. United States [¢] callattempt/React
| to— " || ehone [mzesafil| CoPyMoveContact Dola.. 2125552486 [i) Meeting 492009
£ Welcome Mobile (21285547 : Letter Sent
: Update Salutation Field... = =
amm E-mail Chis@CHT STy www CHT: N
- Synchrenigation Panel... -
{g_ Groups Last Results | A S : E]
£+ Companies i 1&g Synchronize with Outlook » .
— —— - ACT! Scheduler...
" Calendar | Contact Access [ user Fieids [M = :
e Activites | Opportunities | Histor (9 Timer.. Shift+F4 dary Contacts | Relationships | Web Info | Personal Info
. Dates: |NI Dates v; Customize » tmu. All B‘.‘:’,Sdm Users
[+ Opportunities = TTyee % [Date Prefersnces... Mﬁwm Regarding =
L2/ Reports 0 @ = is H ]
— O @B % e
.| Dashboard O @ 5 hris Hi
n_=s e Cheie flfiman =
2l < | m v |
————— -~ .
|Lookup: Al Contacts Histories: 0 Chris Huffiman
- — = |

C. A prompt will display asking to create the custom Tables. Click “Yes”.
3. This will create the necessary Tables in the database to run PDFMerge
4. This will only need to be run once per database
5. The layout may flicker during this process

Note: PDF Merge will NOT run until the custom tables have been created

Missing Tables

Custom Tables not Setup for this Enhancement, Would you like to setup these tables now?

Lyes [ W |




D. Click “Yes”

E. Click “OK”

F. Click “Yes”

G. Click “OK”

TN [ r— [ No

Finished Adding fields to :tbIKCISztup

OK

o Ly [

Finished Adding fields to :tbIKCIPDFMap

OK




Create Entity

Do you want to create the table: tbIKCISYSFIds

H. Click “Yes”

. Click “OK” Finished Adding fields to :tbIKCISY5Flds

The new tables are now created for the database.
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4. Template Setup in Adobe Designer

Note: The template can be setup in any PDF editing software capable of creating fillable
PDF forms. The following are directions on how to setup the template in Adobe
Designer.

A. Open the PDF form you would like to merge
B. In the upper right corner of Adobe, click on “Forms”

C. Select “Make Form Fillable in Adobe Designer” Note: This option will not be available if
the form is locked. One way around this is to print the form, scan it to your computer,
and save it as a PDF. Note: After this option has been selected the first time, “Edit
Fillable Form” becomes available for selection and is a much faster way to get into
Adobe Designer.

8 Adobe Acrobal Prefessional [W 9 Form.pdf]
= Fle Ect Vew Doomert Commerts Tooh Advanced Window Melb

2 & H o T B M sercn | ™ Create P = 57 Conment & Markup = g7 5e0d 1o Review = ) Secure = A sig

2 | To ot o | R - Ulssl® e - ® ™. v | @reo

Fiow To...Lreate Foms

. W-9

P October 2007T)

Give forr Tririste Dt Pl Collerion Warkdios

requesta e Soreachimet From Dala Fles...

Request for Taxpayer
it of $ea Tonmwry send to 1

Identiflcation Number and Certification

M {35 SO O yOUF RGOS T )

Hows T Collect Fom Date

Hows To. Bl i Farm

Busrdts nam, f 3Bt from sbove
My Hede Dovummt Message B

G e 0 coponten [ Pavwnngp

| FUHM‘-“I)MWD-Y(WN!M A Ol dud werlity. P. ] .
] omer s irstracsons »

Adress umbea, sod, s s o ke o) ’ Paguentar's namy wd address (optonad

[
O paye

Print or type
See Specific Instrud ns on page 2

| #oes { sowewe: | vookmans - |

Ciy, mata, and TIP coda

LIS acccurt nurmbamy hars inpsnnoh

Taxpayer Idontiicaton Humbor (TIN)

Enter your TIN in e appropriate bos. The TIN provided must match the name given on Line 110 svesd

hackup wihholdng For indhicknls, this is your socal securtty rumber (SSM) However, for a reaident

aben, scle proprmion, or dmregarded entty, see the Part | netructions on page 3. For other entites, it is

your semployer dentification rumber (FIN. H you do not hare a rumber, ses How 1o ger a TIN an pags 3 or

b

Nots. i the account s in mare than one nams. sse the char on page 4 for gusdelines on whoss Emploper ntific sbaon mrnber
rumber 10 erter
X0 certitication

Uncer penalties of penury. | coitdy that.
1. The rumber shown on this form s my comect tanpayer dentification rumbaer (o | am waling ke a fumber 1o be insued 10 mel, and

2 | am net mibjact to backup withholdng bacause: (a) | am sxsmpt from backup withhalding, or () | have rot been notified by the intermal
Feverue Servce RS Pt | am submect 1o bechup withholding as a resull of a ladure 10 report all sderesl o dradends, o il the ]S haas
st T

i e i B WA - S

= 44 v (b KOO FRERE::

c § conmeres "N smscreers:

D. A box will pop up, select “OK”

Make Form Fillable in Adobe Designer

a Adobe Designer will now import a new copy of your Form that you can make
1) fitable. This copy may look and act differently than your original form.

Your originzl form will remain open in Acrobat, You may use this form as a
reference,

[ ok || cancel |
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E. After about 15 seconds (depending on your computer) the New Form Assistant window
will pop up. Double check that the form you want to merge is specified and select “Next”

New Form Assistant @

Steps Setup: Import a PDF Document
1. Getting Started Spectty aPUF document to mport:
2.Setup s\kiusso\My Documents\POF Merge\W-3 Form Editable. ,y,

3. Return Method

4. Return Information

i ‘\When importing a PDF document created by another application,
o the imported file may experience a loss of quality

Don't Use Assistant [ < Eack “ Next > l [ Cancel

F. Select either “Maintain Editability” or “Preserve Appearance”. Please read the
descriptions before making your choice. Then select “Next”

New Form Assistant @

Steps Setup: Import Options
1. Getting Started This document was not created with Adobe Designer. & copy of the original
document will be created. Comments and File Attachments will not be imported.
2, Setup Text and images may appear degraded.
Setup: Import Options Chocse a text import options that best meets your needs: Yiew Examples

3 Maintain E ditability: This option keeps test togeter in fewer objects. Text
S Resm{fetned O £ 3 may get repositioned in the new document but can be
4, Return Information edied cas.

-+ This option helps preserve the visual presentation of the
onginal document. Text is broken into many objects and
future cditing may be difficul.

[¥] Convert images to bitmaps and embed in the new document.

To use more advanced text import options cick the "Don't Use
Agsistant' link. Then, use the standard PDF Import dialog to choose
from custom options for processing text durirg import.

st e Agittant [ <Back J{_ New> | [ cancel |
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G. Select “Fill then Print” as the Return Method and select “Next”

New Form Assistant @

Steps Return Method

1. Getting Started Select the method which best descibes how the form wil be distnbuted and how the
forms will be retumed:

2, Setup

O Filthen Subimit - The form is filed electionicall, prirled, then the data is retumed
Setup: Import Options electronically (e.g. emai).

e O Filthen Submi/Print - The form is filed electionicall, the data can be retumed
= Sehed electronically of the form can be retumed manually (e.0. email, fax, postal mail).

4. Return Information

@?I then Print - The form is filled electronically, printed, then retumed manually
le.g. fax, postal mai).

(O Pint - The form i filled by hand then retumed manually (e.g. fax, postal mail).

e Form fillers using Adobe Reader will not be able to save a copy of the
Il /) form with the data they entered. However, tiey can retum their data to
you if a Submil button is included in your forn.

[ < Back ]l_ﬂexw I[ Cancel ]

H. Select “Finish”

New Form Assistant 8]

Steps Return Information: Fill then Print

1. Getting Started *You specified that you want form fillers to fill in the form in Adobe Reader or Adobe
Actobat, print it, and thex retum it by postal mai or fax.

2, Setup
MNote: Form fillers using Reader will not be able to save an electronic copy of their form

Setup: Import Options with their data in it.

3. Return Methoc . ;
A Print button will be placed on your form automatically.

4. Return Information

Remember to include a maling address and/or fax number in your form.

[ <Back |l Fiish | [ Concel |
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I. A Conversion Summary box will pop up, Select “OK”

Conversion Summary @

' Summary of conversion issues. For more detailed information, consult Help on importing PDF files.
= - 855 characters had font sizes that were reducad, which may result in changes to the appearance of text,
- Encodings of 3482 characters are missing. Text that uses these fonts may not be imported.
[IBIM)I+HelveticaNeue-Bold: 71] - - -} [IBIVII+HelveticaNeue-Bold: 71] ()
[IBIMII+HelveticaNeue-Bold:0] - - -} [IBIMI+Helveticaleue-Bold:0] ()
[1BIMII+HelveticaNeue-Bold: 105] - - -} [1BJMII+HelveticaNeue-Bold: 105] ()
[IBIMII+HelveticaNeue-Bold: 118] - - -} [IBIVII+-elveticaNeue-Bold: 118] ()
EIBJMJHHereﬁcaNeue-de:iO!] - - =} [IBIVJI+HelveticaNeue-Bold: 101] ()
IBIMII+HelveticaNeue-Bold: 32] - - -} [1BIV]I+HelveticaNeue-Bold: 32]
[1BIMII+HelveticaNeue-Bold: 102] - - -} [IBIVII+HelveticaNeue-Bold: 102] ()
[1BIMII+HelveticaNeue-Bold: 111] - - -} [IBIMII+HelveticaNeue-Bold: 111] ()
[1EIMII+HelveticaNeue-Bold: 114] - - -} [IBIVJI++elveticaNeue-Bold: 114] ()
[IBIMII+HelveticaNeue-Bold: 109] - - -} [IBIVMII+HelveticaNeue-Bold: 109] ()

Click OK to continue.

ol e ]

J. A Missing Fonts window will pop up if the fonts are not available in the Adobe Designer.
If this window appears, double click on each of the fonts with a yellow exclamation point
next to it. Select an available font to replace the original font. After all the fonts have
been selected, click “OK”. Note: when choosing a font, it is best to choose a common
font which will be available on everyone’s computer.

Missing Fonts El

The document "Untitled1"" uses one or more fonts that are not currertly available on
your system. The text in the document will use a substitute font.

Font Substitution

To specify or change a substitute selzct the missing font and click Change Substitute Font. If a
substitute has not been specified a default font will be used. This could have a negative impact
on the appeatance of the document.

Missing Font Substitute Font

| Helvetica-Condensed-Black (Regular) = Times New Roman (Regular) N
| Helveticaheue (Regular) S A
HelveticaNeue (Itaic) ® A
fHehreticaNeue(Bold) B A
® A

| HelveticaNeue (Bold Italic) 3

[ Change Subsitute Font.. |

° Designer will use substitute fonts to display the document. To permanently replace
_/  the unavalable fonts choose Save As in the File Menu and select "Fermanently
replace uravailable fonts" in the Save Options.

Help

14



K. Check the entire document and adjust any blue text boxes which are not in the correct
place.
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L. Click on “Text Field” in the menu on the right and drag it to where you would like a text
field. Note: KCI PDF Merge supports check boxes, text boxes, and drop down lists.
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M. Delete the words “Text Field” out of the box and slide the orange line all the way to the
left. Resize and position the box to your preference.
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N. Click on the “Binding” tab in the menu on the right and rename the box so it can be
matched with a field in ACTL.
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O. Repeat steps | through n until all the fields have been inserted, resized, and hamed.
Once the form is complete, save the file and this will be your template to merge in ACT!
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5. KCl Setup — In ACT!

A.

In the menu bar under “Tools” select “PDF Merge Setup”

Schedule w:gu ['Iools _qp

|
e &R 85 Spelling.. Alt=F7 5 - k-
Sage ACT! Q. @ 3 Define Fickds £ = Q% -
Back Fonward New Note History Search
= £3  Design Layouts » T
Contacts | [ Oetma View ) &) st view | 059" LY B erEse
i Design Dashboards... -
Lookup o | Basic Contact Layout - 10247 & \1ynage Users...
Contact Field: ‘
i = Card f}j‘ Manage Teams... Status =
’I [Contact S M| contact [Chrshufi  Password Policy.. 13 East 54h S, | mystatus [Employee
Contains: Company CH TechON Web Site Administration... Suite 300 | Referred By |
[ I E Title CEC | Database Maintenance ¥ | New York E Latest
More Options... : = =
SRRSO Depatment | Admnistratic  ConvertACTI3.0-6.0kems.. [y =] [10008 | Email 11102006
Related Tasks -|| selutation Chvs Scaq for Duplicates.. Unted States [7] cail atemptmeact
£ S Lt || phone 2285524y CoPY/Move Contact Data.. 212.555.2486 (] Meeting 4972009
%+ Welcome Mobile 21265547] & ollomes | Lettersent I
— Update Salutation Field... ————
E-mail H = www CHTechONE com
[ 7 contacts e Lznl fenre——— |
£ Groups testResuts | | . ' [=]
5 Companies (& Synchronize with Outiook > )
L ‘4 - ]
e } ACT! Scheduler...
" calendar Contact Access | User Fields | M i - - - -
8 — Activibes | Opportunities | Histor (9  Timer... Shift-F4 Secmda'yleacul"'“ ships | Web Info [ personalinfo |
= Dates: |Ait Dates vl Customize u. | Al E,&Sded Users ”‘
E¥omortitiie [ T 5 Towe 2 E-
.2 Reports O ™ %55 QDF Merge Setup [
= 0O @& %
*&,j Dashboard 0 m 9 I
= e rkf;. #:
20« I ] b
[Lookup: Al Contacts Histories: 0 Chris Huffman
=——— =

Select the preferences you would like and find the PDF Work Directory. Then click on
“Field Mapping Setup”. See the index for explanations of all options and terms.
Note: If the ACT! Administrator is selected, the PDF template will be available for
everyone who has PDF Merge installed on their computer, and has the same ACT

administrator.
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PDF Merge Setup

Help
‘a C:ealetuslomfaé I@ Field Mapping Setup | [(*); Exit

Create New Folder on Each History Tab on Merge Load Enhancment:
Merge in the PDF Work Directory Create Email with Attachment Log Events: []
Open PDF After Merge Show Splash Screen: [

| c\PDFWork ] | @ |

PDF Work Directory:
ACT! Administrator: ; Chris Huffman v|
Defauk Mass Emai Process: | Display Email v

C. Select the template you would like to setup. Select the PDF Field Name, match it to the
ACT Field and then click “Save Field". Repeat this step for all the fields on the PDF

template.

Field Mapping

@ adiNowFom

@ =)@ @ -

1) oo [§ o

FormMName: y.9 TEMPLATE POF v
POF FieldName: | F[0] P1[0)Zipl0] v | | SaveField | [ Delete Fieid |
ACT Field [z1P Code | v | ] Use My Recard
Fop ek . MyRecord AT Field
| FIOJPI(D) Addes... N | Address 1
FIOIP1(0)Addees... N | Address 2
FIOLPIOICD] | N City
F{0]P1(0) Compa... | N | Company
FI0}P1[0] Cortac... N | Contact
FI0} P1(0) Statel0)]

D. Select “Exit”
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Field Mapping

@ Add New Form D l:'ie.uFulml ﬁ Delete Form

@ Reset Form |@ System Field

Form Mame: i.w.a TEMPLATE.PDF v ..
v | [[SaveFieid | [ Delete Field |

PDF Field Name: | FI0}P1[0) Address1(0]

ACT Field | Address 1 v | []Use My Recard
Fopiekd . MyRecord ACT Field 2
FIOJP1[0) Addres
FIOLP1I0}Addees... N | Addvess 2
FOIPI0ICKD) | N iy
F{0)P1(0)Compa... | N Compary
FIO}P1[0] Cortac... | N [ Contact
FIOLP1[0] PrinBu.. | N Alemale Extension
FIOJP1[0} ssum.. | N | Messenger ID
E. Select “Exit”

PDF Merge Setup

Help
‘@ CreateCuﬁomTaHe‘s‘ I@ Field Mapping Se

Create New Folder on Each Merge Attach PDF on Merge 10 TTem
Open PDF After Merge Create Email on Merge ]

PDF Template Directory: | C:\PDFTemplate

Load Enhancment
Log Enors:
Show Splash Screen: [

e ]

PDF Work Diectory: | & \PDFWork (@ ]
ACT| Administiator. | Chis Hulfman |
Mass Email Process: I ﬁispdqu v

6. PDF Merge — In ACT!

A. In the menu bar under “Write” select “PDF Merge”
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{Eile Edit View Lookup Contacts

| Wiite | Reports Tools Help

Schedule

. [52  E-mail Message k| B |
Sage ACT! - = ' E-majl Message (from template) L | = j | ﬂ ‘
| Bac ting To-Do Note History Search
= - Manage ACT! Services e —
Contacts «Iam-l\a Soge E-madketing for ACT MBS ETE @
Lookup —| | Basic Conti[Jf  Letter
Contact Field:
= Busi b Memg Iress Status —
[Cortact il Contace |18 EexCoverPage ress 1 [13East 54h 5. | D/status [Em
s L Other t (from template)...
Contains Company Do rpeet o emplsl ress 2 | Suite 300 | Referred By |—
| | @ Mew Document 1
Title . | New York [2] Latestactivities —
More Options... MNew Letter/E-mail Template = — 3 =
Departme, Edit Template... e(ZIF [NY El |1I1008 | E-mail [lﬂ
Related Tasks || sslutation T ntry [Unted States [¥] call attempt/Reac
% Welcome Ph T o Merge%] (2125852486 [ Meeting 43
“ Contacts Mobil _:[_] Personal E-mail I | Letter Sent E
) — ps E-mail | s @CHTechONE emai | web site [ moww CHTechONE com ]
Last Results | . |Z|
.= Companies
™ calendar < ] J L
) Task List Personal Info | Contact Access | User Fields | g Resuits |
Activities | Opportunities | History | Notes | Documents | Groups/Companies | Secondary Contacts | Relationships | Web Info |
| &) Opportunities Dates: [All Dates =] Types: [ au [] Priorities: | anl [7] & setect users
‘I&El ,..—'—-—-—M Teol : TDee e TBrort TScheduled With IR 5 j
%) Dashboard l

Lookup: All Contacts

B. Select your preferences, find the PDF form to merge, and click “Merge”. See the index
for explanations of all options and terms.

& e

Exit

acts from:
O Current Lookup

(3) Current Contact
O All Contacts

Attach PDF to History Tab on Merge
Create Email with Attachment

Mass Email Process: Display Email v

PDF Template: ]

Email Template: |

C. A window will popup telling you that the merge was successful. Click “OK”
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KCI PDF Merge [X]

Merge Successful

6. Index

PDF Merge Setup

Help
[@ Create Custom Tables

Field Mapping Setup

(B e

Create New Folder on Each
Merge inthe PDF ‘Work Directory

PDF Work Directory: c:\PDFWork
ACT! Administrator: Chiis Huffman
Default Mass Email Process: | Display Email

Attach PDF to History Tab on Merge Load Enhancment:
Create Email with Attachment Log Events: []
Open PDF After Merge Show Splash Screen: []

PDF Merge Setup:

ACT! Administrator

Attach PDF to History Tab on
Merge

Create Custom Tables

Create Email with Attachment

Setup the PDF templates and default preferences for the
PDF Merge.

If the administrator of the ACT! database is selected,
everyone who uses ACT! will have access to the PDF
template being setup. If a user other than the administrator
is selected, only that user will have access to the PDF
template being setup.

The merged PDF form (completed using the contact's
information in ACT!) will be attached to the contact's History
tab in ACTL

The create custom Tables button will create the tables
needed in your ACT! software that are required to store user
preferences, mappings for the PDF merge, and other
settings that are required to use the software.

An email to the contact will be created with the merged PDF
form (completed using the contact's information in ACT!) as
an attachment to the email.
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Create New Folder on Each
Merge in the PDF Merge
Directory

Default Mass Email Process

Display Email

Exit

Field Mapping Setup

Load Enhancement

Log Events

Open PDF After Merge

When the ACT! data is merged into a PDF template the
document is saved in the work directory. From this directory
the program will retrieve the filled out document based on
the options the user specified. Ex. Email, Open after Merge,
Attach to history. To make it easier from a management
standpoint we give you the option to create a folder each
time a merge occurs so that this directory is neatly
maintained. If this box is checked a folder will be created
with the document name and the date and time stamp of
the merge. The folder will contain all the documents that
were merged based on the users selection of current
lookup, current contact, all contacts.

If "Create Email with Attachment" is selected, then the
default email process selected in the PDF Merge Setup will
appear as the default in the PDF Merge window as the
"Mass Email Process".

If "Create Email with Attachment” is selected, then the email
will display with the merged PDF form attached (completed
using the contact's information in ACT!). This option is not
ideal when sending out multiple emails as the computer will
be overwhelmed by several windows trying to popup at
once.

Exit PDF Merge Setup.

Setup the PDF template by matching the fields in the PDF
form to the fields in ACT!.

Even though the enhancment is installed the user can turn
off the enhancment and prevent it from loading in ACT!. If
this checkbox is checked the enhancment is enabled.

For troubleshooting measures every event that would be
needed to trouble shoot the software can be logged into the
windows event viewer. Normally this box is not checked,
but in a trouble shooting situation KCI may ask you to check
this box so we can gather important information regarding
the events that occurred in the software.

The merged PDF form (completed using the contact's
information in ACT!) will open after the merge is complete.
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PDF Work Directory

Save Email As Draft

Send Email

Show Splash Screen

Every merge performed with our software needs to be saved
so that the document can be emailed, attached to a contact
record, and/or opened upon completion. The directory can
be a local directcory, which is recommened, but in a network
environment the folder could be on a shared drive that
everyone has access to view. The user must have full
control for permissions to this folder. This directory can be
set to the Windows Temporary folder if you would like
windows to handle the purging of the folder periodically.
This folder is only used temporarly and most users would be
attaching the pdf to the contact record and can retrieve the
document here.

If "Create Email with Attachment" is selected, then the email
will be saved as a draft in Outlook with the merged PDF
form attached (completed using the contact's information in
ACT!. This option is best used when sending out multiple
emails which you would like to view before sending.

If "Create Email with Attachment” is selected, then the email
will be sent with the merged PDF form attached (completed
using the contact's information in ACT!) without displaying
the email first. If you would like to proof read the email and
check it for mistakes before sending it, do not select this
option.

If this box is checked the user will see the PDF merge
splash screen everytime they open ACT!. This can be
disabled by unchecking this box.
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Field Mapping

r Add New Form

[ st

@ System Fields @ Exi|

E DeleteFonnH@ Reset Form

FomName:  |\y.9 TEMPLATE.PDF v
PDF Field Name: EIU]P“U]Z'NU] v l Save Field I [ Delete Field J
ACT Field | v | [] Use My Record
FOFField . MyRecod ACT Field
' FIO}P1[0} Addres... | N Address 1
FIOLP1[0}Addres... N | Address 2
FIOLPTOJCisl0] | N iy
FIOLP1[0] Compa... N [ Conpary
FIO}P1[0) Contac... N Contact
| (0] P1{0] State[D)

Field Mapping:

ACT Field

Add New Form

Clear Form

Delete Field

Delete Form

Exit

Map the fields in the PDF form to the fields in ACT! which
contain the data you would like to use to fill in the form.

The field name within the ACT! database.

Add a new PDF fillable form to the PDF Merge Software so
it can be setup and the fields can be mapped.

Clear or unselect the PDF Field Name and ACT Field

This will delete the selected mapped field from the list at the
bottom of the window. The fields can then be remapped.

This process will delete all mappings for the form and/or the
entire form completely. After selecting "Delete Form" you will
first be prompted if you want to delete all mapping for this
form. If Yes, this will clear all fields that have been mapped
and are listed in the bottom part of the window. Next you will
be prompted if you want to delete the form. If Yes, this will
delete the form from the PDF Merge software. In order to
get the form back into the software once deleted, you must
select "Add New Form". The mapping can be deleted
without deleting the form completely.

Exiting from the "Field Mapping" will take you back to the
"PDF Merge Setup".
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Filter PDF Field Names

Form Name

PDF Field Name

Reset Form

Save Field

System Fields

Use My Record

If this is selected, once the PDF field has been
mapped/saved it will be removed from the drop-down list of
"PDF Field Names". This is a great tool to use when
mapping a form with many fields.

The name of the PDF form you would like to map the fields
for.

The field name within the PDF fillable form.

This process will scan the document selected for all PDF
variables and reset them to the correct ACT! field, provided
the field in ACT! is the same name as the one in the PDF
form. After selecting Reset Form you will be prompted to
make sure you want to complete the process. The main
reason for performing this routine would be if a database
was restored in ACT! using the restore as functionality built
into the sage software product.

Save the PDF Field Name and ACT field which have been
matched. After being saved, they will appear in the list at the
bottom of the window. The PDF field has now been
"mapped".

Some word templates may not map correctly when doing a
merge to email. To account for this we provide this area to
map a variable in the Word ADT template to the ACT! field if
it doesn't map automatically. By default this should not
need to be manipulated, however in some cases where
extreme customization of the software has occurrred, this is
required to get the merge to function correctly.

The user's information will be put in the field instead of the
contact's information.
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System Fields

D@ =

ACT Field | v| [ SaveField | [ DeleteField | [ Reset |
System Field Name: | |

System Field : :

| Sy FUlACT Field  ACT Table ACT Field ACT Field -

System Fields:

ACT Field

Clear Form

Delete Field

Exit

Reset

Save Field

System Field Name

Some word templates may not map correctly when doing a
merge to email. To account for this we provide this area to
map a variable in the Word ADT template to the ACT! field if
it doesn't map automatically. By default this should not
need to be manipulated, however in some cases where
extreme customization of the software has occurrred, this is
required to get the merge to function correctly.

The field name within the ACT! database.

Removes all data from the entry fields and reloads the grid.

Deletes the system field mapping for the currently selected
item in the grid.

Exiting from the "System Fields" will take you back to "Field
Mapping".

There are several fields that are known to be issues with
word ADT templates. The reset button will remove all fields
that are setup and add in all the fields that we know cause
issues out of the box. This button resets to the factory
defaults.

Saves the ACT! field and system field name to the system
and displays the information in the grid.

The field name from the word document that is not mapping
correctly when generating an email.
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PDF Merge

|£ Merge @ E wit

Select Contacts from:

Email Template:

(O Current Lookup Attach PDF to History Tab on Merge
@ Current Contact Create Email with Attachment
(O All Contacts Mass Email Process: Display Email v
PDF Template: v

e

PDF Merge:

All Contacts

Attach PDF to History Tab on
Merge

Create Email with Attachment

Current Contact

Current Lookup

Display Email

Merge the PDF form using the contact data in ACT!.

A PDF form will be merged for each contact within the entire
ACT! database. If there are 200 contacts in the ACT!
database, 200 PDF forms will be merged each completed
with a different contact's information from ACT!.

The merged PDF form (completed using the contact's
information in ACT!) will be attached to the contact's History
tab in ACT!

An email to the contact will be created with the merged PDF
form (completed using the contact's information in ACT!) as
an attachment to the email. When selecting this option, you
must also select the "Mass Email Process".

A PDF form will be merged for the current contact displayed
in ACT!.

A PDF form will merge for each contact in the current
lookup. If there are 10 contacts in the current lookup, 10
PDF forms will be merged each completed with a different
contact's information from ACT!.

If "Create Email with Attachment" is selected, then the emaiil
will display with the merged PDF form attached (completed
using the contact's information in ACT!). This option is not
ideal when sending out multiple emails as the computer will
be overwhelmed by several windows trying to popup at
once.
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Email Template

Exit

Mass Email Process

Merge

Open PDF After Merge

PDF Template

Save Email As Draft

Send Email

The email template you would like to use for the body of the
email which will have the merged PDF form as an
attachment (completed using the contact's information in
ACTI!). If an email template is not selected, the email will be
created as blank.

Exit the PDF Merge.

If "Create Email with Attachment” is selected, you must
select what you would like done with the email from the
drop-down list provided.

Merge the PDF form selected under PDF Template using
the contact data in ACT!.

The completed PDF form will display on your computer after
the merge is complete.

The PDF form you would like to merge/complete with the
contact's information in ACT!.

If "Create Email with Attachment” is selected, then the email
will be saved as a draft in Outlook with the merged PDF
form attached (completed using the contact's information in
ACT. This option is best used when sending out multiple
emails which you would like to view before sending.

If "Create Email with Attachment" is selected, then the email
will be sent with the merged PDF form attached (completed
using the contact's information in ACT!) without displaying
the email first. If you would like to proof read the email and
check it for mistakes before sending it, do not select this
option.
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