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Create New Folder on Each 
Merge in the PDF Merge 
Directory 

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. 

Default Mass Email Process 

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". 

Display Email 

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 Exit PDF Merge Setup. 

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

Load Enhancement 
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. 

Log Events 

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. 

Open PDF After Merge 
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 

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. 

Save Email As Draft 

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.  

Send Email 

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. 

Show Splash Screen 
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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Filter PDF Field Names 

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. 

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

PDF Field Name The field name within the PDF fillable form. 

Reset 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 Field 

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". 

System Fields 

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. 

Use My Record 
The user's information will be put in the field instead of the 
contact's information.  
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Email Template 

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 
ACT!). If an email template is not selected, the email will be 
created as blank. 

Exit Exit the PDF Merge. 

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

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

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

Save Email As Draft 

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.  

Send Email 

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. 

 


