TM Merge Template from Existing Document

Starting with a copy of an existing document, these instructions show you how to create
a Time Matters Merge Template. Merge Templates are used to create new documents by
automatically inserting names and other information from Time Matters records into a
Word document.

Make a backup of the document

| 5 | Docs to Automate

Home Share View

“ v “ docs » Forms » Docs to Automnate v 0
| Make a backup copy with Ctrl-C, Ctrl-V
e
mM=| Conservator Petition - Emergency.docx
B Desktop + & .g <
[0=) Internet Acceptable Use Policy.docx
* Downloads ’ @ timecardd.docx
Documents -
[&] Pictures -
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Move the document into a Forms folder for Merge Templates

| = | Forms
Home Share View
“ N € actvm-tmm » docs + Forms v 0

Move into Forms subfol derrl

rirminal
Bl Desktop ” Docs to Automate
< Downloads Docs to Finalize
Documents « Estate Plan
[E] Pictures - General
E actsecd o+ Guardianship
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Go to Merge Templates in Time Matters

% Tirme Matters® - (0099488757) - Main Office - Brown, Campos & Howell
File View Calendar Database Mail Billing Report Search Window Help

Contacts Matters | Documents ToDa's

Mew Record k @ |"_Ei_

Add Document  Add ToDo

Word Processor

Launcher

Archives

General

User and Security

Import/Export

Synchronize » Rates and Accounts »

Utilities r Billing Opticns r

Backup Time Matters Data Codes

Send To " AutcEntry Form
Printer Setup Billing Preferences

Recycle Bin Chain

Re-Login

Electrenic Billing

Exit

Form Style
Form Tabs
Formattable Clipboard
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Start the Merge Template

1. Choose a Folder in the List of Merge Templates
2. Add a record (green plus icon)
3. Enter the Description (hame of document)

ge Templates ? >

sll=E=EE

Record Type | batter

ﬁfr; Merge Template Setup - Matter

[T Matter Merge Templates
[=} 5 Corespondence Setting: Fields  Files

E B Client Letter

Dezcnption | Internet Acceptable Use Policy

1. “Word Proceszor Settings. ..

* Estate F
g g Wwiord Processor | Microsoft Wword
@ FCStep Bun Macro After Merge
E @B Flat Fee 13t Bil L& g
a5 Fareclosure Step [] Use Time Matters 2.0 Field Names

+F [ WordPerfect
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On the Fields tab, add fields

1. Click Fields tab.
2. Click any Field.
3. Click Add.

Include all the address fields and other fields that may be needed in the document.

i@. Merge Temr:IetESwnEl'
Setting: Fields  Files

]

M atter
Available Fields erge [ ata File
ConMo ~ b atRef
Trigger Add » Code
R kM atMo
Billable Court
Status - e Staff
Caption — | Plaint
Up = Defrdt
PriConFirm =F = | Client
PriContddress Hatify
PrCordiddress2 Down = Private
PriConCity
PriConState
Pri Con Zip Optionz
PriCartfarkTel
PriConFaxTel
Oty w Drefault
Addall - ¥ | Swle | Default | | % Remove Al

TM Merge Template from Existing Document Page 5



TM Merge Template from Existing Document

Find the Time Matters Shared Files Directory

Find the Time Matters Shared Files Directory. It is shown in the bottom bar of Time Matters.

We recommend replacing the Shared Files Directory with the & character in the next window where you
enter file names.

Arthie Beliy DEH J05-555-907 Ce

Augustino Gino Martin, Jones, 5a..  AaH 05555730

Bach Sharon RSB oy e RS

Bach Wiliam ASE 761 Time Matters Shared Files Directory

Bard Jerermy Baird Investigations  ALL 56

Bakken Denrus R=B IE‘IZ]EEE-S'-V MainTel is Users :
. 8 Employe Userg : v
| |ACTVM-TM\SQLEXPRESS\TimeMatters [Wactvm-tmidocs T™ [RSEB] Z1PM  [6/26/2020
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Fill in the Data File name and Output File name

Part of the challenge of creating and managing Merge Templates is organizing the files into folders. You
may used whatever folders you like. These instructions show one approach: Using a Forms folder
inside the Time Matters Shared Files Directory. Keep your folders and files organized and use them
consistently.

We recommend using folders within the Time Matters Shared Files Directory. Replace the Shared Files
Directory with the & character in the file name fields.

1. Type in the Merge Data File name. Enter the & followed by a Temp folder.
Note: In our example, the Time Matters Shared Files Directory is \\actvm-tm\docs.
The Forms folder is located inside of it. The Temp folder is inside the Forms folder.

2. Enter the & and the Temp folder followed by the Document Name in the Merge Output File
field.

3. For the Merge Form File name, click the [...] lookup button.

i%o) Merge Template Setup - Matter ? >
()

Settings Figlds  Files
Enter Temp folder and
1. Specify Merge Data File... Data File name

(] Awutomatically &zzign Data File

Enter Complete Path and File M a

| &F st TemphwORDDATA DAT [=]
[] Prompt for File Mame ‘When Merging [] Prompt Eefore Dw\ﬂfJ File
2. Specify Merge Form File... CiTl-Z:k SR

Enter Complete Path and File Hame }
oFtE of Open kMerge Form File |

Enter Output File name |~

3. Specify Merge Qutput File. ..

Enter Complete Path and File Mame
| LFarmzh T emphlnternet Acceptable ze Palicy. docy |Z|

[] Prompt for File Hame When Merging [ ] Prompt Eefore Owvenwriting File
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Select the form document

1. Click the Save as type drop-down.
2. Click on All Files.
3. Double-click on your form document.

i"f} Select Form File

“« v A » Metwork » ACTVM-TM » Docs » Forms » General
Organize « Mew folder
) 3D Objects *  Name Date modified
B Desktop 7 ccwpd 6/5/2009 9:49 AM
Documents 8| Client Letter.doc 10/11/2018 5:57 PM
; Downloads D Fax Cover EVA.wpd 7/25/2005 3:42 PM
J5 Music D Fax Cover WHAwpd 7/25/2005 2:45 PM
&) Pictures D Fax Cover.wpd Double-click T/2272005 3:41 PM
&/ vid @ Initial Meeting Le| Y OUT Document J6/13/2007 1:20 PM
ideos
P @ Initial Meeti er - to Client.doc 127972011 10:43 AM
== Local Disk () [ Internet Aceptable Use Policy.docx 6/26/2020 9:02 AM
P ACTECA-D (Ma [ Letterwpd 12/14/2008 10:17 PM
= wdrive (\\actsec W] Letterhead.doc 12/9/2011 10:54 AM
=¥ Network @ Meeting Reminder to Client.doc B/22/2007 9:30 AM
. nt - Hourly - Original.d.. 127972011 10:58 AM
@ Retain i ) i
A= Click in Save as type: r
File name: | e
5 : | AllFil - -
vesstyps | e | Clickon AllFiles |
Word Documents |
WordPerfect

» Hide Folders
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Replace the Shared Files Directory text with &

Replace the Shared Files Directory part of the field with &.
Click the button, Create or Open Merge form File

If there are any errors in the three file name fields or if the form document is still open, you will see an
error message.

&y Merge Template Setup - Matter

x>

Settingz Fields  Eiles

—_

1. Specify Merge Data File...

[] Automatically &ssign Data File
Enter Complete Path and File Mame

EFormsh TemphwWORDDATA DAT v

] F'I Delete and enter & |:| Prampt Befare Ovenariting File
.

2. Specify Merge Form File..
Enter Enmpletmﬂmj File Marne

MACTYM-TMAD ooz Forms\Generalinternet Acceptable Use Policy. docs

Create or Open Merge Form File

[ 5]

. Specify Merge Output File. .

Enter Complete Path and File Mame

&FormshTemphinternet Acceptable Usze Policy. docx v

[ ] Prompt for File Mame ‘when Merging [] Prompt Before Dwvervwriting File

k. Cancel
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Replace text with fields

1. Double-click text you want to replace with a field, such as the Firm Name.
2. Click the drop-down button next to Insert Merge Field.
3. Choose a field to insert, replacing the selected text.

Internet Acceptable Use Policy.docx - Word Sign in 2| —

File Home Insert Design Layout References QUENMTN Review View Time Matters 2 zlp TheFormTool Q Tell me

=G |E|Start Mail Merge - [ Address Block D & Click 4 [ | ID_)
E&Select Recipients = B Greeting Line B o
D Labels . .. . : . Finish &
[ Edit Recipient List Insert Merge Field Q Check for Errors Merge -
Create Start Mail Merge v MAT_MatRef Preview Results Finish .
MAT_Code
MAT_Matheo
MAT_Court
MAT_Staff
MAT_Plaint i
Internetand C . .. table Use Policy
) Overview MAT_Client
2. Policy MAT_Motify e
3. Principles of Acceptable’ MAT_Private . -
4 Unacceptable Use B Selectfieldtoinsert
) _ep N . MAT_Primary_Contact
3. The Firm’s Rights
6. Enforcement and Violatic MAT_PriConFirm Insert Mail Me Id
7. Computer & internet Access and Confidentiality Statement
Selecttext toreplace
1. Overview
Computers and the internet are important resources for the LAWEF - ("the Firm") to provide
effective and efficient service to our clients. The connection to the internet and related equipment
and software provided by the Firm (the "Internet Facilities") exist to facilitate the work of the
Firm The Tnternat Facilitiee are nroanided for emnlovess and antharized nercone affiliatad wath
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Fields added to the Merge Form file appear highlighted

Each Merge field will appear highlighted in gray in MS Word. (There is an option in Word to enable or
disable this highlighting.)

Save and Close the Word document.

Internet and Computer Acceptable Use Policy

Overview
Policy
Principles of Acceptable Use

1

2

3.

‘;. Unacceptable Use ‘ Text is replaced with a
6

7

The Firm’s Rughts _
Enforcement and Violations gray Merge Field

Computer & internet Access and Confidentiality Statement

1. Overview
Computers and the internet are important resources for the « MAT PnConFirmy. ("the Firm") to

k| [ nal " n 1 4 La |

provide effectiv “on to the internet and related
equipmentandi Save and Close the document Fs") exist to facilitate the
work of the Firm! s and authorized persons
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Close the Merge Template record in Time Matters

€5 Merge Template Setup - Matter ?

Settings Fields  Files

|—

. Specify Merge Data File. ..

[] Automatically &ssign Data File
Enter Complete Path and File Hame

EFormzh T ernphWwW/ORDDAT A DAT

[] Prompt for File Mame ‘When Merging [ ] Prompt Before Dwvenwriting File
2. Specify Merge Form File. ..

Enter Complete Path and File Mame

kFormzhGeneralhnternet Acceptable ze Policy. docs -

Create or Open kMerge Form File

I

. Specify Merge Output File...

Enter Complete Path and File Mame

&Formzh T emphintemet Acceptable Uze Policy. docs

] Prompt for File W ame wWhen Merging ] Prompt Before Oyt
Click
ak. LCancel
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Author

Wells H. Anderson, J.D.

CEO - Active Practice LLC

Edina, Minnesota

952.922.1727 (direct) or 800.575.0007
http://www.activepractice.com

Expert assistance with practice management applications

Time Matters Platinum Certified Partner
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