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Introduction 

A lot of organizations use Microsoft Word to produce their document output like 

correspondence, mailings to customers, etc. They manage hundreds and sometimes 

thousands of these Word templates. Maintaining these Word templates is cumbersome, 

takes up a lot of time and requires very specific skills. Furthermore, the functionality of Word 

templates is limited and difficult to use for business users.  

This whitepaper describes the benefits of using ITP above using Word templates. It also 

describes how Microsoft Word templates can be migrated to ITP templates.  
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About ITP 

ITP is a document output solution in which business users can (partially) maintain the 

document output of a company. Business users can manage and create document templates 

and document content in an IT controlled environment.  

ITP templates are Microsoft Word based. This means that template development is done in 

Word and that all Word lay out can be used like headers, footers, (complex) tables, pictures, 

etc. Document production can start from the word processor but also from within a business 

application.  

The documents ITP produces are normal Word document but ITP does not use Word to 

compose the documents. Only when the user wants to view the document or edit the 

document, Word is needed. Word mail merge uses Word to actually create the documents. 

This means that every user needs to have Word installed on the work station.  

The ITP solution is server based. This means that the ITP software runs on a central Windows 

server. This improves the reliability of the solution and greatly simplifies deployment. 

Creating documents using ITP does not require any client software installed on work stations. 

Deploying new templates or new versions of existing templates is easy because they only 

need to be deployed to the server, not to every work station. Word mail merge is sometimes 

automated and used on a server, but tends to be unstable and slow.  

The ITP solution is scalable. This means that the ITP installation can be adapted to the 

workload needed. Thousands of simultaneous users can create documents with ITP. 

The ITP solution is browser based. If user interaction is required, end users only need a 

browser to create documents using ITP.  

The ITP solution is flexible. Business users can manage the content of templates themselves. 

Time to market for changes and even new templates is short. An easy to use approval 

workflow makes sure that the content still meets all the compliance rules. 

ITP templates are created and maintained in a central management environment, the 

ITP/MDK Repository. Only authorized users can log in to the ITP/MDK Repository and add or 

change templates or part of templates. All template objects are subject to revision control.  



From Word mail merge to ITP                4 

 

 

©2012, Aia Software B.V., Nijmegen, The Netherlands 

W
H

I
T

E
P

A
P

E
R

 

 

The ITP concept 

To explain the ITP solution, we use a 5 layer model. The 5 layer model describes the different 

‘tasks’ when working with ITP. This whitepaper mainly focuses on the upper three tasks: 

Content, Template and Data. 

The 5-layer model: 

 

Content is the top layer of the model. In this layer, the content for templates is maintained. 

Text blocks contain texts, form definitions define user interaction. The ITP Content Wizard 

combines text blocks and form definitions into a document template. Like all components, 

text blocks and form definitions can be shared by many document templates.  

Template defines the master templates. These are the parts of ocuments that are typically 

shared by many similar documents. Like styles, logos, headers, footers, etc. In the master 

templates all Word functionality can be used. Template is also about complex conditioning. 

Work in this area results in a number of reusable technical and non-technical components 

like style documents, components that describe the company style, multi branding 

documents, components that manage multi language, etc. 

Data is about getting the application data into your documents and preparing the data for 

easy use in Templates and Content. If needed, a connection to the data source is made. 

ITP uses a data interface that is especially created and fit for use in the documents. The data 

can have a very simple structure but very complicated, nested structures can also be 

handled.  

 

Process and Integration are not part of this whitepaper. Process describes the way that the 

resulting documents are handled once they have been created. Should they be printed, 
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archived, etc. Integration describes the way the document generation process is integrated in 

your daily business processes.  
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The migration process 

When migrating your Word merge template to an ITP template, you will find that you can 

reuse large parts of your templates. This is because ITP templates are based on Microsoft 

Word. All normal Word functions, like styles, headers, pictures, margins, etc, are used by ITP 

in exactly the same way as they are used in Word.  

Texts can be migrated to ITP text blocks. Word merge fields need to be migrated to ITP fields 

to collect data from the data source. Setting up your styles document that describe your 

margins, headers, footers, etc, is done in Word.  

Other parts need to be migrated to typical ITP components, like user interaction. ITP uses 

form definitions to define the user interaction. 

The main difference between ITP templates and Word merge templates is that Word hides 

instructions in fields. Especially when you have fields within fields, which you get except for 

the most trivial usage, this becomes difficult to understand and maintain. In contrast, ITP 

uses a method to have instruction blocks and output blocks mixed in the same document. 

You can easily switch between instruction block and output block via a simple control 

character.  

In this chapter, we will now describe the way the different parts of your Word mail merge 

document are migrated to ITP.  

Merge/data fields 

Merge fields are used to use data in Word templates. Merge fields refer to data in a data 

source. When the document is actually merged with the data source, Word replaces the 

merge fields with the data from the respective fields contained in the data source. 

Using data in Word merge fields is limited: 

¶ Using complex, nested data is not possible 

¶ It is not easy to format fields 

¶ It is hard to understand a Word template that using a lot of (merge) fields 
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Word merge fields: 

 

In ITP, data from all kinds of data sources can be used in one document. The fields in the data 

source are mapped to ITP fields. Just like merge fields, these ITP fields can be used wherever 

needed, for example in a text block. When the document is actually created, the field is 

replaced with the data from the data source. 

ITP fields in a text block: 
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The field can be laid out easily by selecting the field and applying the appropriate lay out. 

Usually this part of the migration process is automated. A tool can be used that replaces 

Word merge fields with corresponding ITP fields. 

Inserting files at certain points in the document 

In Word templates, the INCLUDETEXT field allows you to insert a text from another 

document into your merge result document. This is the way that parts of texts can be reused 

in more than one document.  

Example INCLUDETEXT instruction: 

{ INCLUDETEXT I:\\documents\\welcome.doc } 

In ITP, we offer similar functionality. All objects (like text blocks and form definitions) can be 

reused. Any document can be inserted using the __INC statement. Text blocks and form 

definitions have their own keywords with which they can be inserted. 

Inserting a text block into an ITP template: 

TEXTBLOCK NAME “Welcome” 

Conditional text 

In word templates, IF fields are used to conditionally put text in the result document or to 

suppress unwanted spaces and commas, for example in an address if a field is blank. They 

can also be used to insert a text like “his” or “her”, “he” or “she”, depending on gender.  

Merge fields can be part of the condition. If more than one condition applies to a certain 

piece of text, IF fields can be nested.  

An easy IF field looks like this:  

{ IF [Condition] [Result 1] [Result 2] } 

If the condition is met, Result 1 is displayed, otherwise, Result 2 is displayed. 

In ITP, IF fields are called conditions. They can be used in the same situations as Word IF 

fields.  

An easy ITP condition looks like: 

IF Condition THEN Result1 ELSE Result 2 FI 
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Conditional text to format fields 

In the following example, a text is set dependent on the value of the merge field Gender. 

{ IF { MERGEFIELD Gender } = "M" "he" "she" } 

When using Word merge documents, you will have to use this condition wherever you want 

to put the text “he” or “she” dependent on the ‘Gender’ field.  

Using ITP, you might want to create functions for IF fields that are used to format fields, 

especially when the fields has to be formatted in exactly the same way on a lot of locations in 

the document. Once created, the function can be used over and over to format the field. 

Using a function to lay out a field: 

he_she(Customer.Gender) 

Nesting IF statements 

In Word mail merge IF fields can be nested. 

An example of a nested IF statement: 

IF {MERGEFIELD Bonus} = “10” { INCLUDETEXT I:\\documents\\\bonus10.doc } 

  “IF {MERGEFIELD Bonus} = “12” { INCLUDETEXT I:\\documents\\bonus12.doc } “”}”} 

ITP conditions can be nested as well.  

The same example in ITP: 

IF Employee.Bonus = “10” THEN 

     TEXTBLOCK NAME “Bonus10” 

ELIF Employee.Bonus=”10” THEN 

    TEXTBLOCK NAME “Bonus12” 

FI 

This small example already shows a big difference between Word mail merge and ITP. The 

Word mail merge example is more difficult to understand (and create) than the ITP example. 

Word styles 

Using styles is one of the great things that Word offers to control your document output. If 

your Word mail merge templates already use Word styles, these can be reused in ITP. If you 
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don’t use Word styles, this might be a good moment to put all text of your templates in a 

dedicated Word style.  

In ITP, styles are created and maintained in a central document. This has a big advantage: If 

you want to change the styles for all your documents you need to change the styles in the 

central document instead of in every individual template. 

Although recommended, using styles is not required by ITP.  

Other 

Since ITP is based on Word, all functionality that you use in your mail merge templates can 

also be used in ITP. In fact, in most cases, the Word functionality can be used in exactly the 

same way as you are used to in your Word mail merge template. You can, for example, insert 

a picture or a hyperlink in your document using the ‘normal’ Word functionality. 
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New concepts 

For some Word mail merge functionality, ITP uses different concepts. This chapter describes 

these concepts and how they relate to your current Word mail merge templates. 

Formatting fields 

Some fields may need formatting, like a date that needs to be formatted in a special way. 

When using mail merge, a switch is used to specify how to format the field where ever this is 

needed. 

{MERGEFIELD  DateBirth \@ ‘dd-MM-yyyy’} 

This formatting switch must be included every time the field needs to be formatted. 

In ITP, fields that need formatting, like a date field, can be formatted for (re)use in text 

blocks. The field is formatted once while preparing the data and can then be (re(used) 

wherever needed. The advantage of this approach is clear, once formatted the field can be 

used over and over again without the need to use the switch every time. 

Formatting a field: 

ASSIGN Customer.Date_of_birth := date(Customer.Date_of_birth) 

Using a formatted field in a text block: 

 



From Word mail merge to ITP                12 

 

 

©2012, Aia Software B.V., Nijmegen, The Netherlands 

W
H

I
T

E
P

A
P

E
R

 

 

Interacting with users through forms 

Interaction with the user is needed when the user needs to give additional input to create 

the document. In Word templates, questions can be added. You can either use the Fill-in of 

the Ask field, or use VBA code. 

The fill-in field prompts the user for text to insert into the document. You can set some 

question text and a default answer. The Ask field offers the same functionality, except the 

answer is stored in a bookmark that can be used on other locations in the document. 

 In VBA coding, all kinds of controls can be added to the document template. 

 

Adding and handling the controls and the user answers to the forms in a template, is done by 

VBA programmers. 

In ITP templates, the user interaction is defined in form definitions. Form definitions are 

separate objects, just like text blocks. Form definitions are created and maintained in the ITP 

Forms Editor, an easy to understand graphical user interface.  
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An example of a form definition: 

 

All kind of questions (simple and complicated) can be created in the forms editor which 

immediately shows a preview of the form as it will be shown to the end user. 

Dialogs give the user an easy interface to add all kinds of options to forms questions, 

including validation to user answers. 

Example using Visual Basic to validate user input: 

Dim distance As Double 

 

        'Gets the distance for medium 

        distance = IsNumeric(txtDistance.Text) 

 

        'Validate text to make sure no negatives number or strings where  

        'entered into the text box 

        If distance < 0 Then 

            MessageBox.Show("Please enter positive number for " & _ 

            "the distance for your selected medium.", "Text Error", 

MessageBoxButtons.OK, _ 

            MessageBoxIcon.Error) 

In ITP, validation can be edit in the easy to use Forms editor: 
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Example adding validation to a date question: 

 

If you use forms in your Word Mail merge templates, these forms must be migrated to ITP 

forms. Using the ITP Forms editor however, offers great advantages above using Visual Basic 

Forms, is our belief. 
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Composing the actual document(s) 

To start the Word mail merge process, a user selects a template and a data source. Mail 

merge uses Word to actually create the documents. This means that every user needs to 

have Word installed on the work station. ITP does not use Word to compose the documents. 

Word is only needed when the user wants to view the document or edit the document.  

The fact that ITP does not use Word to actually compose the documents has a positive effect 

on the performance. With ITP, thousands of documents can be created within an hour. This is 

not advisable using Word mail merge. 

The process in a diagram

 

 

Start 
template 

Browser 
interaction 

Review  
Print, 

Archive, ... 
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Template management 

Managing Word mail merge templates is an IT skill. Word mail merge templates are difficult 

to create, difficult to understand and to maintain. Document layout, logic and content are all 

mixed in the template. Word templates allow you to reuse part of the document like the 

document content, but other parts are not so easily managed centrally. Furthermore, the 

functionality of Word templates is limited.  

With ITP, the business is itself able to manage document templates and the content of text 

(blocks), in an environment controlled by IT. This means that the business can respond to 

changes quickly, flexibly and correctly. To control this process, the document templates and 

text blocks are created and maintained by business users in a comprehensive development 

and control environment: the ITP/MDK Repository.  

Only authorized users may login to the ITP/MDK Repository to change or add templates or 

content. Access is role based meaning that users are restricted to certain templates or text 

blocks and that the tasks that they can perform depend on their role. Some users will only be 

authorized to adapt text blocks while others can adapt the style templates in which the 

corporate identity is defined.  

All objects in the ITP/MDK Repository are subject to versioning. This means that new versions 

are created automatically when the user adapts an object like a text block, and that old 

versions can always be retrieved or used when needed. Working in such a controlled 

environment protects you from losing work or making mistakes. 
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Conclusion 

A lot of organizations that use Word mail merge are looking for a new solution to create 

document output for their customer communications. This whitepaper describes the benefits 

of using ITP above using Word mail merge. These benefits include flexibility, scalability and 

maintainability. We therefore define ITP as an industrial strength solution running in an IT 

controlled environment. 

Real benefits accrue from transferring ownership of documents from IT to the business units 

actually responsible for customer communication. These include:  

¶ Lower resource requirements for IT staff  

¶ Incremental productivity for business users and professional staff when document 

creation and delivery is made more flexible and efficient.  

¶ Significant value in terms of business agility and time to market  

¶ Greater customer satisfaction  

¶ Faster adoption of changes to corporate identity and branding elements  

¶ More secure compliance processes within communications  

 


