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Introduction

This code sample demonstrates creating a Word letter based on a template to a single contact, using three different methods:  Word document properties, bookmarks, or the TypeText method.  

There are several ways you can push Outlook contact data to a Word document created from VBS code, and each has its advantages and disadvantages.  The sample contact form included with this code sample has three command buttons, each of which uses a different method for filling a new Word letter with contact name and address data.  Table 1 lists the advantages and disadvantages of the three different methods.

Table 1.  Various Methods for Transferring Data to Word

	Data Transfer Method
	Advantages
	Disadvantages

	Word custom document properties
	You can place multiple DocProperty fields in a document to display the contents of a single document property (for example, in a letter and an envelope).

The data from Access is stored in each individual Word document (as opposed to mail merge, where the data is in a separate data source).  This allows you to restore the original Outlook data if the document is mistakenly edited so as to remove the data.
	Many users don’t understand how document properties work, so they may change the text in a DocProperty field, not realizing that it will be refreshed from the document property the next time the document is printed.

	Bookmarks
	Text written to bookmarks can be overwritten or modified by users.

Many users understand how bookmarks work, and are comfortable with them.
	Bookmarks have unique names, so you can only have one Address bookmark (say) in a document.

The data from Outlook is not stored separately from the text of the document, so there is no way to revert to the original Outlook data if the document is mistakenly edited so as to remove the data (at least if you saved the document after doing the editing).

	TypeText method
	The document produced by this method has no special codes, and is easy for users to understand and modify as needed.
	The data from Outlook is not stored separately from the text of the document, so there is no way to revert to the original Outlook data if the document is mistakenly edited so as to remove the data (at least if you saved the document after doing the editing).


Setup

1. Copy the *.oft files to your \Templates\Outlook folder.

2. Copy the *.dot files to your \Templates\Test Letters folder (make a new subfolder under Templates with this name, if necessary).

3. Double-click the Word Letter.oft file to open an instance of the form.

4. If the macro virus warning message appears, click the Enable Macros button to open the form.

5. The form opens to the Create Word Letter page, which has a custom field and three command buttons, as shown in Figure 1.
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Figure 1.  The Word Letter form with command buttons for creating Word letters using different methods

Creating Word Letters

Click one of the command buttons to create a Word letter using its method.  Figure 2 shows a Word letter created by clicking the Bookmarks command button (the I-beam markers indicate the bookmarks).
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Figure 2.  A Word letter with bookmarks filled with contact data

Using the Form for Your Contacts

If you want to use this form (or your version of it) for your existing contacts, you will need to upgrade the contacts in your Contacts folder (or another folder) to use this form, after publishing the form to your Personal Forms Library (or Organizational Forms Library).  Use the Reset Message Class form for this purpose, as described below:

1. Double-click the Word Letter.oft Outlook template to create an instance of it.

2. If the macro virus warning message appears, click the Enable Macros button to open the form.

3. Publish the form to your Personal Forms Library (or Organizational Forms Library).  Start by selecting Tools|Forms|Publish Form.
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Figure 3.  Selecting the Publish Form menu entry

4. Select Personal Forms Library from the Look In box, then enter Word Letter as the Display name for the form (the Form name box will be automatically filled in with the same name), then click the Publish button.

[image: image4.png]Publish Form As
Look In: [personal Formms Liorary =l e

[Access Contact Wiarble Contact T Contacts
[irplane Parts Order Form  Multsslect Listbox UserPraperties Contact

[irplane Parts Order Form Outiook Sample Cods UserProperties Task

Blank Contact Payrall

b Member Pivigr 2000

(Commenpialog PushData

(Contact fom Access  Retrieving Data

(Contact Selection SMiA Cantact

Contact with hiote Special Contact

oeD Automation TBE Setip

DEDAuDmationTestl  Test Contact

Import Contacts TI Contact

Dieplay word Letter] PLbish [kl
Formname: [ Word Letter Cancel

Message class: IPM Contact:wiord Letter





Figure 4.  Publishing the Word Letter form to the Personal Forms Library

5. Close the Word Letter form (don’t save it – you have published it, and you don’t need to save this instance of the form).

6. Next, double-click the Reset Message Class.oft Outlook template to open an instance of the form.

7. If the macro virus warning message appears, click the Enable Macros button to open the form.

8. Use the Select Folder button to select the contacts folder you want to upgrade to the new form.

9. Select the Change option in the Change Form or Upgrade? option group.

10. If your contacts use the default Contact form, leave the Old Message Class entry as is (IPM.Contact).  Otherwise, enter the name of the custom Contact form you want to replace.

11. Enter “IPM.Contact.Word Letter” as the New Message Class entry.

12. Click the Proceed button to start the upgrade.
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Figure 5.  The Reset Message Class form upgrading contacts to the CommonDialog form

13. You will get an “All Items in Foldername processed” message when all the items have been upgraded.

VB Script Code

The commented-out messages are used for debugging, since VBS doesn’t support the Debug.Print statement.  Just remove the single quote in front of MsgBox to make the message box pop up.

VBA programmers may wonder why I don’t use With…End With structures instead of repeating the same variable on numerous lines.  The reason is that VBS doesn’t support this structure.

Demonstrates creating a Word letter to a single contact, using either Word custom document properties, bookmarks, or inserting text using the TypeText method

Dim strLetter

Dim strDate

Dim strSalutation

Dim strTemplatePath

Dim appWord

Dim docs

Dim rng

Sub cmdBookmarks_Click


strDate = CStr(Date())


'MsgBox "Date: " & strDate


strLetter = "Bookmarks.dot"

Open Word invisibly, using GetObject to use current Word instance, if there is one, and otherwise CreateObject


On Error Resume Next


Set appWord = GetObject(, "Word.Application")


If Err = 429 Then Item.Application.CreateObject("Word.Application")


Err = 0

Pick up Word user templates folder from Word Options dialog


strTemplatePath = appWord.Options.DefaultFilePath(2) & "\"


'MsgBox "Templates folder: " & strTemplatePath


strLetter = strTemplatePath & "\Test Letters\" & strLetter


'MsgBox "Opening document based on template: " & strLetter


If Item.Title <> "" then



strSalutation = Item.Title & " " & Item.LastName


Else



strSalutation = "Mr. " & Item.LastName


End If


strCustomField = Item.UserProperties("CustomField")

Open a new letter based on the selected template


Set docs = appWord.Documents


docs.Add strLetter


appWord.Visible = True


appWord.ActiveDocument.Bookmarks("Date").Select


appWord.Selection.TypeText strDate


appWord.ActiveDocument.Bookmarks("Name").Select


appWord.Selection.TypeText Item.FullName


appWord.ActiveDocument.Bookmarks("Company").Select


appWord.Selection.TypeText Item.CompanyName


appWord.ActiveDocument.Bookmarks("Address").Select


appWord.Selection.TypeText Item.BusinessAddress


appWord.ActiveDocument.Bookmarks("Salutation").Select


appWord.Selection.TypeText strSalutation


appWord.ActiveDocument.Bookmarks("CustomField").Select


If Len(Item.UserProperties("CustomField")) > 0 Then


   
appWord.Selection.TypeText strCustomField


End If


Set rng = appWord.ActiveDocument.Range(0, 0)


rng.Select


appWord.Activate

End Sub

Sub cmdDocProps_Click


strDate = CStr(Date())


'MsgBox "Date: " & strDate


strLetter = "DocProps.dot"

Open Word invisibly, using GetObject to use current Word instance, if there is one, and otherwise CreateObject


On Error Resume Next


Set appWord = GetObject(, "Word.Application")


If Err = 429 Then Item.Application.CreateObject("Word.Application")


Err = 0

Pick up Word user templates folder from Word Options dialog


strTemplatePath = appWord.Options.DefaultFilePath(2) & "\"


'MsgBox "Templates folder: " & strTemplatePath


strLetter = strTemplatePath & "\Test Letters\" & strLetter


'MsgBox "Opening document based on template: " & strLetter


If Item.Title <> "" then



strSalutation = Item.Title & " " & Item.LastName


Else



strSalutation = "Mr. " & Item.LastName


End If

Open a new letter based on the selected template


Set docs = appWord.Documents


docs.Add strLetter


appWord.Visible = True

Write info from contact item to Word custom doc properties


Set prps = appWord.ActiveDocument.CustomDocumentProperties


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


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


prps.Item("CompanyName").Value = Item.CompanyName


If Len(Item.BusinessAddress) > 0 Then



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


End If


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


prps.Item("CustomField").Value = Item.UserProperties("CustomField")


appWord.ActiveDocument.Fields.Update


appWord.Activate

End Sub

Sub cmdTypeText_Click


strDate = CStr(Date())


'MsgBox "Date: " & strDate


strLetter = "TypeText.dot"

Open Word invisibly, using GetObject to use current Word instance, if there is one, and otherwise CreateObject


On Error Resume Next


Set appWord = GetObject(, "Word.Application")


If Err = 429 Then Item.Application.CreateObject("Word.Application")


Err = 0

Pick up Word user templates folder from Word Options dialog


strTemplatePath = appWord.Options.DefaultFilePath(2) & "\"


'MsgBox "Templates folder: " & strTemplatePath


strLetter = strTemplatePath & "\Test Letters\" & strLetter


'MsgBox "Opening document based on template: " & strLetter


If Item.Title <> "" then



strSalutation = Item.Title & " " & Item.LastName


Else



strSalutation = "Mr. " & Item.LastName


End If

Open a new letter based on the selected template


Set docs = appWord.Documents


docs.Add strLetter


appWord.Visible = True

Insert Outlook data into document


appWord.Selection.TypeText strDate


appWord.Selection.TypeParagraph


appWord.Selection.TypeParagraph


appWord.Selection.TypeText Item.FullName


appWord.Selection.TypeParagraph


appWord.Selection.TypeText Item.CompanyName


appWord.Selection.TypeParagraph


appWord.Selection.TypeText Item.BusinessAddress


appWord.Selection.TypeParagraph


appWord.Selection.TypeParagraph


appWord.Selection.TypeText "Dear "


appWord.WordBasic.Insert strSalutation


appWord.Selection.TypeText ":"


appWord.Selection.TypeParagraph


appWord.Selection.TypeParagraph


appWord.Selection.TypeText "Custom Outlook Field:  " & Item.UserProperties("CustomField")


appWord.WordBasic.InsertPara


Set rng = appWord.ActiveDocument.Range(0, 0)


rng.Select


appWord.Activate

End Sub

Differences between VBA and VBS Code

The VB Script (VBS) dialect of VB used for code behind Outlook forms is a more limited dialect than VBA, as used for other Office applications and Outlook 2000 application-wide programming and UserForms.  The main differences between VBS and VBA are listed in Table 1 below.

Table 1.  VBA versus VBS Code

	VBA
	VBS

	Use the bang (!) operator when referencing fields in a recordset
	Use the dot (.) operator when referencing fields in a recordset

	Supports all named constants
	Supports only a few named constants

	Supports data typing when declaring variables
	Doesn’t support data typing when declaring variables

	Supports more functions, statements and keywords
	Supports less functions, statements and keywords


For the latest version of VB Script (v. 5.5 in September 2000), check the Scripting Technologies page of the Microsoft.com Web site.  An HTML Help file is included with the download, which is helpful for checking whether a particular function or other syntactical element is supported in VBS.

Contents of Zip File

	File Name
	File Type
	Destination Folder

	Word Letter.oft
	Outlook 98 template
	\Templates\Outlook

	Bookmarks.dot
	Word 97 template
	\Templates\Outlook (or wherever you want)

	DocProps.dot
	Word 97 template
	\Templates\Outlook (or wherever you want)

	TypeText.dot
	Word 97 template
	\Templates\Outlook (or wherever you want)

	VB Script Code Sample #39 -- Pushing Contact Data from Outlook to Word
	Word 97 document
	\Documents\Outlook (or wherever you want)
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