VB Script Code Sample #30 ( Creating Word Documents for Multiple Contacts

Updated 9-1-2000

Helen Feddema (hfeddema@hvc.rr.com)

Instructions

This code sample illustrates using a multi-select listbox on an Outlook form to select multiple contacts, creating a Word letter or label for each contact.  Both Outlook 98/Word 97x and Outlook 2000/Word 2000 are supported.  You can choose the folder to use, and filter the contacts by category; and if there are too many contacts to handle by creating an array of items from an Outlook folder, you can pull the contacts from an Access table as an alternate method.

To test the code sample, follow the steps below:

1. Put the *.dot files in your \Templates folder.

2. Put the *.mdb files in your \My Documents folder.

3. Put the Contact Selection.oft template in your \Templates\Outlook folder.  Double-click on it to open an instance of the form.

4. If you get the macro virus warning message, click the Enable Macros button to continue.  (To prevent this from happening in the future, you can install the form to your Personal Forms library.)

5. Select the contacts folder to process from the Select a Folder command button (if you don’t select a folder, the default local Contacts folder will be used).

6. Select a Word template to use from the Select a Letter combo box.

7. If desired, select a category from the Select a Category command button.  If you don’t make a selection, all the contacts in the selected folder or table will be used.

8. If you want to fill the multi-select listbox directly from the selected Outlook folder, click the Fill Listbox from Array command button.
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9. To fill the listbox from an Access table of sample contacts, click the Fill Listbox from Table command button.

10. Select some contacts from the listbox (by checking their checkboxes), and click the Create Letters command button to generate letters or labels for the contacts.  A sample letter and label are shown below.
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Code

'Selecting Contacts from a Multi-select List Box VB Script Code

'Works with Outlook 98 or 2000

'Written by Helen Feddema 11-14-99

'Last modified 9-1-2000

Dim nms

Dim fld

Dim itms

Dim itm

Dim pg

Dim ctls

Dim ctlFolder

Dim appWord

Dim varContactArray()

Dim cboLetters

Dim cboCategory

Dim lstContacts

Dim strWordTemplate

Dim fso

Dim strTest

Dim fLetterCreated

Dim i

Const olContacts = 10

Const wdDocumentsPath = 0

Const wdUserTemplatesPath = 2

Function Item_Open()


Set itm = Item.GetInspector


Set pgs = itm.ModifiedFormPages


Set pg = pgs("Select Contacts")


Set ctls = pg.Controls


Set ctlCategory = ctls("txtCategory")


Set lstContacts = ctls("lstContacts")


Set ctlFolder = ctls("txtFolder")


ctlFolder.Value = "[Default Contacts Folder]"

End Function

Sub cmdSetFolder_Click()


Dim fContactsFolder


Set nms = Application.GetNameSpace("MAPI")


fContactsFolder = False


Do While fContactsFolder = False



On Error Resume Next



Set fld = nms.PickFolder



If fld Is Nothing Then 




MsgBox "Please select a folder"




Exit Sub



ElseIf fld.DefaultItemType <> 2 Then




MsgBox "Selected folder does not contain contacts; please select another folder"



Else




fContactsFolder = True



End If


Loop


ctlFolder.Value = fld.Name

End Sub

Function FillListboxArray()


Dim strCategory


Dim strCurrentContactName


Dim strPrevContactName


Dim intCount


Dim strRow


Set itm = Item.GetInspector


Set nms = Application.GetNameSpace("MAPI")


'MsgBox "Folder to process: " & fld.Name


If ctlFolder.Value = "" Or ctlFolder.Value _



= "[Default Contacts Folder]" Then



Set fld = nms.GetDefaultFolder(olContacts)


End If


Set itms = fld.Items


strCategory = pg.Controls("txtCategory").Value


If strCategory = "" Then



strMatch =  "[FullName] <> " & Chr(39) & Chr(39) 



'MsgBox "Match string: " & strMatch



Set ritms = itms



'MsgBox "Selecting all contacts for listbox"


Else



strMatch =  "[Categories] = " & Chr(39) & strCategory & Chr(39) _




& " And [FullName] <> " & Chr(39) & Chr(39) 



'MsgBox "Match string: " & strMatch



Set ritms = itms.Restrict(strMatch)


End If


lngCount = ritms.Count


If lngCount = 0 Then



'MsgBox "No contacts to add to listbox"



Exit Function


Else



'MsgBox lngCount & " contacts to add to listbox"


End If


strPrevContactName = ""


ReDim varContactArray(lngCount - 1, 11)


ritms.Sort "[LastName]"


i = 0


For Each itm In ritms



'Check that item is a contact item and has a person's name, and skip otherwise



If itm.Class = 40 Then




If itm.FullName <> "" Then





'MsgBox "Adding " & itm.LastNameAndFirstName & " as row " & i





strCurrentContactName = itm.LastNameAndFirstName





'Check for duplicate name and don't add to array if it is a dupe





If strCurrentContactName <> strPrevContactName Then






varContactArray(i, 0) = itm.CustomerID






varContactArray(i, 1) = itm.LastNameAndFirstName






varContactArray(i, 2) = itm.FirstName






varContactArray(i, 3) = itm.LastName






varContactArray(i, 4) = itm.Title






varContactArray(i, 5) = itm.BusinessAddressStreet






varContactArray(i, 6) = itm.BusinessAddressCity






varContactArray(i, 7) = itm.BusinessAddressState






varContactArray(i, 8) = itm.BusinessAddressPostalCode






varContactArray(i, 9) = itm.BusinessAddressCountry






varContactArray(i, 10) = itm.CompanyName






varContactArray(i, 11) = itm.JobTitle






i = i + 1





End If




End If



End If



strPrevContactName = strCurrentContactName



Next


'Leaving the width blank for the 2nd column makes it just the right size to display its data


lstContacts.ColumnWidths = _



"0 pt; ; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt"


lstContacts.Width = 150


lstContacts.List() = varContactArray


'MsgBox "All contacts added to drop-down list"

End Function

Function FillListboxTable()


Dim appAccess


Dim dbe


Dim wks


Dim dbs


Dim rst


Dim strSQL


Dim lngCount


Dim strQuery


Dim strWordVersion


Set lstContacts = ctls("lstContacts")


'Open Word invisibly


Set appWord = Item.Application.CreateObject("Word.Application")


'Get path and version from Word


strDocsPath = appWord.Options.DefaultFilePath(wdDocumentsPath ) & "\"


'MsgBox "Docs Path: " & strDocsPath


strWordVersion = appWord.Version


'MsgBox "Word version: " & strWordVersion


'Set up reference to correct versions of DAO and Access depending


'on Word version


If Left(strWordVersion, 1) = "8" Then



'Office 97 DAO version



Set dbe = Application.CreateObject("DAO.DBEngine.35")



strDBName = strDocsPath & "ContactsToOutlook 97.mdb"


ElseIf Left(strWordVersion, 1) = "9" Then



'Office 2000 DAO version



Set dbe = Application.CreateObject("DAO.DBEngine.36")



strDBName = strDocsPath & "ContactsToOutlook 2000.mdb"


Else



MsgBox "Unknown Word version; canceling"



Exit Function


End If


appWord.Quit


Set wks = dbe.Workspaces(0)


Set dbs = wks.OpenDatabase(strDBName)


strCategory = ctls("txtCategory").Value


If strCategory = "" Then



Set rst = dbs.OpenRecordset("qryAllContacts")


Else



strSQL = "SELECT * FROM qryAllContacts WHERE Categories = " _




& Chr(39) & strCategory & Chr(39) & Chr(59) 



'MsgBox "SQL String: " & strSQL



Set qdf = dbs.CreateQueryDef("", strSQL)



Set rst = qdf.OpenRecordset


End If


'Retrieve Contacts info from query


rst.MoveLast


rst.MoveFirst


lngCount = rst.RecordCount


'MsgBox lngCount & " records to process"


'Assign Access data to a 12-column array with appropriate number of rows


ReDim aryContacts(lngCount - 1, 11)


aryContacts(lngCount - 1, 11) = rst.GetRows(lngCount)


rst.Close


'Leaving the width blank for the 2nd column makes it just the right size to display its data


lstContacts.ColumnWidths = _



"0 pt; ; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt; 0 pt"


lstContacts.Width = 150


lstContacts.Column() = aryContacts(lngCount - 1, 11)


'MsgBox "All contacts added to drop-down list"

End Function

Sub cmdLetters_Click


Dim intRows 


fLetterCreated = False


intRows = lstContacts.ListCount - 1


'Check that a Word template has been selected


Set cboLetters = ctls("cboLetters")


strWordTemplate = cboLetters.Value


If Len(strWordTemplate) < 2 Then



MsgBox "Please select a Word template"



Exit Sub


End If


'Open Word invisibly


Set appWord = Item.Application.CreateObject("Word.Application")


'Get paths from Word


strDocsPath = appWord.Options.DefaultFilePath(wdDocumentsPath ) & "\"


'MsgBox "Docs Path: " & strDocsPath


strTemplatePath = appWord.Options.DefaultFilePath(wdUserTemplatesPath ) & "\"


'MsgBox "Template Path: " & strTemplatePath


strWordTemplate = strTemplatePath & strWordTemplate


'MsgBox "Selected template: " & strWordTemplate


'Check for existence of template in template folder,


'and exit if not found


Set fso = CreateObject("Scripting.FileSystemObject")


'If file is not found, a "File not found" error is raised and the


'code stops (Outlook VBS doesn't support real error handling)


strTest = fso.GetFile(strWordTemplate)


For i = 0 to intRows 



If lstContacts.Selected(i) = True Then




'Create a letter for the selected contact




Call PrintDocs(strWordTemplate)



End If


Next


If fLetterCreated = False Then



'MsgBox "No letters created; closing Word instance"



appWord.Quit


End If

End Sub

Function PrintDocs(strWordTemplate)


Dim strShortDate


Dim strLongDate


Dim strAddress


Dim strCity


Dim strZip


Dim strName


Dim strSalutation


Dim strJobTitle


Dim strCompanyName


strShortDate = CStr(Date())


strShortDate = Mid(strShortDate, 1, 2) & "-" & _



Mid(strShortDate, 4, 2) & "-" & Mid(strShortDate, 7, 2)


strLongDate = FormatDateTime(Date(), 1)


'Check for required address information


strName = lstContacts.Column(2, i) &  " " & lstContacts.Column(3, i)


'MsgBox "Name: " & strName


strAddress = lstContacts.Column(5, i)


'MsgBox "Raw address: " & strAddress


If IsNull(strAddress) Or strAddress = "" Then



MsgBox "Can't send letter to " & strName & " -- no street address!"



Exit Function


End If


strCity = lstContacts.Column(6, i)


If IsNull(strCity) Or strCity = "" Then



MsgBox "Can't send letter to " & strName & " -- no city!"



Exit Function


End If


strZip = lstContacts.Column(8, i)


If IsNull(strZip) Or strZip = "" Then



MsgBox "Can't send letter to " & strName & " -- no postal code!"



Exit Function


End If


strJobTitle = lstContacts.Column(11, i)


If IsNull(strJobTitle) = False And strJobTitle <> "" Then



strName = strName & vbCrLf & strJobTitle


End If


strSalutation = lstContacts.Column(4, i)


'MsgBox "Title: " & strSalutation


If IsNull(strSalutation) = False And strSalutation <> "" Then



'Create Salutation from Title & LastName



strSalutation = strSalutation & Chr(32) & lstContacts.Column(3, i)


Else



strSalutation = "Sir"


End If


'MsgBox "Salutation: " & strSalutation


'Concatenate Address from Business Street, City, State and Zip fields


strAddress = lstContacts.Column(5, i) & vbCrLf & _



lstContacts.Column(6, i) & ", " & lstContacts.Column(7, i) _



& "  " & lstContacts.Column(8, i)


'MsgBox "Initial Address: " & strAddress


strCompanyName = lstContacts.Column(10, i)


'MsgBox "Company name: " & strCompanyName


If IsNull(strCompanyName) = False And strCompanyName <> "" Then



'Concatenate CompanyName with Address if CompanyName is not null



strAddress = strCompanyName & vbCrLf & strAddress


End If


'MsgBox "Second Address: " & strAddress


strCountry = lstContacts.Column(9, i)


If IsNull(strCountry) = False And strCountry <> "" _



And strCountry <> "USA" And strCountry <> _



"United States of America" Then



'Concatenate Country onto Address if it is not U.S.



strAddress = strAddress & vbCrLf & strCountry


End If


'MsgBox "Final Address: " & strAddress


'Open a new letter based on the selected template


appWord.Documents.Add strWordTemplate


'Write information to Word custom document properties


Set prps = appWord.ActiveDocument.CustomDocumentProperties


prps.Item("Name").Value = strName


prps.Item("Salutation").Value = strSalutation


prps.Item("Address").Value = strAddress


prps.Item("TodayDate").Value = strLongDate


strDocType = appWord.ActiveDocument.BuiltInDocumentProperties(2)


strSaveName = strDocType & " to " & _



lstContacts.Column(2, i) & " " & lstContacts.Column(3, i)


strSaveName = strSaveName & " on " & strShortDate & ".doc"


strSaveName = strDocsPath & strSaveName


'Update fields in Word document and activate it


appWord.Selection.WholeStory


appWord.Selection.Fields.Update


appWord.Selection.HomeKey 6


appWord.ActiveDocument.SaveAs strSaveName


appWord.ActiveWindow.WindowState = 0


appWord.Visible = True


appWord.Activate


fLetterCreated = True

End Function

Sub cmdFillListboxArray_Click


Call FillListboxArray()

End Sub

Sub cmdFillListboxTable_Click


Call FillListboxTable()

End Sub

Notes

· The Contact Selection form can be used with Outlook 98 or Outlook 2000, but in either case you need VBS v. 5.0, since I use some of the new objects and functions in this version.  If you have an earlier version, you can download VBS 5.0 from the Microsoft Web site at http://msdn.microsoft.com/scripting.  To tell what version of VBS you have, look at the properties sheet of VBScript.dll, in the Windows\System folder:
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· If you have thousands of contacts, you will probably need to use the Fill Listbox from Table method, as you will likely freeze your computer trying to iterate through all the items in the Contacts folder.  To illustrate this method, I have included two Access databases (one for Access 97 and one for Access 2000) containing a sample tblContactsFromOutlook table.  To use the Access table method with your own contacts, open the ContactsToAccess 97 or ContactsToAccess 2000 database and use my Outlook Automation add-in (Code Samples #15 and #18 for Access 97 and Access 2000 respectively) to import contacts from an Outlook folder of your choice into the database (the sample table will be replaced with your contact data).

· If you get the following error message when trying to create letters, close down Outlook (and any other apps that are running), and restart Windows.  Outlook is not very efficient with memory, and will run out if you try to process thousands of contacts.  The message may also appear because of multiple Word instances being open, say if you prepare a number of sets of documents in succession.
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· The code uses a component of the Word object model to determine what version of Office is running, and sets references to the appropriate version of DAO and the Access database, so it should work in both versions of Office (97 and 2000); however, the Outlook form won’t work in Outlook 97, since it uses some object model components introduced in Outlook 98.

· You can make copies of the Word templates and modify them as needed for your use.  The templates need four custom document properties to work with the VBS code (note that the label has the Salutation and TodayDate fields, which it doesn’t use, so it can be generated from the same code as the letter):
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If you do create your own templates, you will need to place them in the \Templates folder, and add their names to the Possible Values property of the cboLetters control.
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· Instead of writing the JobTitle, StreetAddress, Country, and other fields to separate doc properties in the Word document, I concatenate them into strName and strAddress variables, to avoid blank lines in the resulting document if some of these fields lack data.

Contents of Zip File

	File Name
	File Type
	Destination Folder

	Contact Selection.oft
	Outlook 98 template
	\Templates\Outlook

	Contact Letter.dot
	Word 97 template
	\Templates

	One-up Label.dot
	Word 97 template
	\Templates

	ContactsToOutlook 97.mdb
	Access 97 database
	\My Documents

	ContactsToOutlook 2000.mdb
	Access 2000 database
	\My Documents

	VB Script Code Sample #30 – Creating Word Documents for Multiple Contacts
	Word 97 document
	\My Documents (or wherever you want)
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