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Summary

This document describes a solution for a common customer requirement relating to producing
contract and offer letter templates from Lumesse TalentLink.

The document is intended as a step-by-step introduction to using Lumesse TalentLink in
collaboration with MS Word 2010 and includes instructions for both tools.
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Requirements

Lumesse TalentLink enables customers to create template contract and offer letters using MS Word.
When details of a contract are stored within a TalentLink “Conditions Form” these details can be
downloaded to a template using standard MS Word Mail Merge functionality.

For the majority of customers the contractual documentation changes depend on the terms of
employment for an individual based on a wide variety of parameters, contract type, location,
function of a position and so on. These variations are often reflected in the legal clauses and
paragraphs that should be used within each issued document.

TalentLink does not store the specific text for these flexible paragraphs and sections and often
customers have a very large number of variable sections or “boiler plates” which can become
unmanageable for individual users or employees.

Standard MS Word includes a capability for Mail Merge called “Field Formatting” or “Field
Switching”. This gives a template owner the power to apply rules to individual sections of text
which can automate the display or hiding of later text. These rules behave in a similar way to
formulae in MS Excel.

Working Example for this Guide

The customer has a requirement that a contract sent to a Permanent new hire should include
details of the holiday entitlement in the documentation. However, if the contract is sent to a
Temporary worker then there are no Holiday and Pension details and a separate piece of text
should be included in place of the Permanent text. In addition if the contractor is hired through a
third party then a separate paragraph needs to detail any pension provision.

Text in Text to display for Permanent Text to display for Temporary
document
Holiday Holidays: Holidays:
You will be entitled to 1.66 days paid leave for There is no paid holiday
each complete month worked. allowance for workers assigned
Leave may be taken at any time subject to prior | to temporary contracts within
approval. On termination of employment, an the first 12 months.

adjustment to final salary will be made in
respect of leave taken in advance of
entitlement.

Public holidays shall be given in accordance
with the Organisation of Working Time Act

1997.
Pension Access to a standard Personal retirement Access to a standard Personal
savings account (PRSA): retirement savings account

In accordance with the Pensions (Amendment) (PRSA):

Act 2002 we are approved as a PRSA provider so | There is no PRSA provision with
as you can have access to a standard PRSA a contract via a third party.
contract. We can deduct PRSA contributions
from your salary on request by you and remit
them, without deduction, into your PRSA policy
by the end of the month in which the
deductions are made. For further information
on this please contact the HR department.
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Setting up a Contract or Offer Template

Before editing a document with Field Formatting a customer should have a template correctly
loaded and formatted within TalentLink.

The steps to create this document template are listed in the standard Administrator’s Guide
available from the Customer portal, in the section “Create Word Templates”.

This template should include the fields used to help identify the specific paragraphs to be
displayed. There are two ways to manage this:

1. Use existing standard or configurable fields and values and link these to the text (which is what
is done in this example).

2. Create specific clauses or section fields only used for this action.

FiSt > Home > Candidste Detale

(@) Offer Details - Mosills Firefox ==

| @ nttpssemess mitedtalentiink.com/caa/cas_conditians cfr . -

4P THWAITE FRITZ Requistion Type: Unimied Agroemert| | ~
Appicatidns Duraton 18 ¥
ul Time: E
0.00 Fou j Per | Week j

Selection Steps Additional Tasks HINNG PIOC g alary. 7000000 | EUR o] Per  Year [g] * Fomat: thoon.on T

‘e

Al Active Zoom On Schedule Type: L

Submission for CONTROLLER CORPORATE FUNGTIONS & REPORTING|  Work Hours

A

Hiring Process -] Agreemd  gonus: 2000.00 EUR w| Per vear [z] Format: 10400.00
Approve

Contract | Special Payments:

Go to gther candidates Relocation Payment: EUR 3 Format: 10000.00
Car Allownce: Yes ® Mo
Probationary Period:

Comments:

Section 1 Show -]
Section 2 Hide []

Section 3 Shos [«

Approval Request

@ Manualy Approved
Request Approval

Submitted:

Due Date:

Subject

From the start of your project it is essential that you clearly structure the fields in TalentLink that
act as triggers for your contractual variations. Map these before starting the configuration of your
Merge field switches.

Adding MS Word Field Formatting

MS Word includes a field format called “if...then...else” with a wizard tool to help you create this
correctly. This section guides you through the steps to use this rule wizard.

1. From within your master template select the section header that will have a rule.
2. Position your cursor at the start of the word or phrase you wish to add a rule to.
3. Under the Mailings Tab in MS Word select RULES > If...then...else.
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— —— —_— —
™ G Rt BE field_formatting_test [Compatibility Mode] - Microsoft Word || O )
Home  Insert  Pagelayout  References | Mailings | Review  View a @
=R 2 BR B EE e R
= =t @ = = =| = sk £ Find Recipient &2
Envelopes Labels | StartMail  Select Edit Highlight ~Address Greeting Insert Merge - Finish &
Merge~ Recipients - Recipient List | Merge Fields Block  Line Field~ Fill-in.. 2 Auto Chedk for Emers | Merge
Create Start Mail Merge Write & Insert Fields 1. Then...El Preview Results Finish
| RS T T R R K Merge Record # g1 -9 1+10 1 -1 1 12 1130 1 140 LRA6 1 16 1 07 1]
Sroumay ue reyliey © ~ b e Tequirerients o1'your wats dnu d e b
= discretion of manageme Merge Sequence il he notified in advance.
& i Mext Record
o Remuneration: Next Recard Tf..
= Set Bookmark... the 25th of each month. [n addition, if you
- remain in the Company Skip Record If Termination Date and your performance is
fully satisfactory , you = Bonus of €X subject fo paragraph 1 of the
- termination clause.
o Holidays
There is no paid holiday allowance forworkers assigned to temporary contracts within the first
5 12 months
: Flexitime:
Flexitime will apply - please familiarise yourself with the Rules of the Flexi Scheme attached
Sick Pay:
. Sick leave will not be paid
z Access to a standard Personal retirement savings account (PRSA):
In accordance with the Pensions (Amendment) Act 2002 we are approved as a PRSA
provider so as you can have access to a standard PRSA contract. We can deduct PRSA
N contributions from your salary on request by you and remit them, without deduction, inta your
E PRSA policy by the end of the month in which the deductions are made. For further
information on this please contact the HR department
2l -
- z
o
=
Page:10f3 | Words:965 | <& | 0 {+)
(™ I A BE field_formatting_test [Compatibility Mode] - Microsoft Word = =
Home  Insert Page Layout References | Mailings Review  View o @
] 71" Y a& s j j j j ZpRules @%5 H 41 b =1
— = @ = = | = 92 misten Fielas 42] Find Recipient o
Envelopes Labels | StartMail  Select Edit Highlight ~Address Greeting Insert Merge Preview | Finish &
Merge~ Recipients ~ Recipient List | Merge Fields Block  Line Field ~ Results 5 Auto Checkfor Ermors | perge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
-2 -1 - A 1 234051 -7c 1 G- 19 110 |11 | 12 113 | 14 LK15. 1 ~16- | ~27- |
Sroutay ue reglied (0 WOTK OVETLITIE UBDENUING O T8 TEQUITSIIENLS U1 YOUT WOTR and &t tie
- discretion of management. Where possible you will be notified in advance
- Insert Word Field: IF P’
- F
Field name: Comparison: Compare to:
= Contract_Type [7] East
nsert this text:
Otherwise insert this text:
z Access to a standard Personal retirement savings account (PRSA):
In accordance with the Pensions (Amendment) Act 2002 we are approved as a PRSA
provider so as you can have access to a standard PRSA contract. We can deduct PRSA
- contributions from your salary on request by you and remit them, without deduction, into your
PRSA policy by the end of the month in which the deductions are made. For further
= information on this please contact the HR department
E -
- Y
2| o
5 z
Page:10f3 | Words: 965 | f8 | |[Elez & 100% (=) L) {+)

® You now select your merge fields from TalentLink and tell MS Word what to do when specific

values from these fields are displayed in the document. The section Field_Name contains

the merge fields from TalentLink.

® You are asked to prepare either ....OR behaviours - named in the pop-up as insert ...

Otherwise. This is either the text to display based on the field value selected OR the default

text that is displayed in all other situations.

4. Within the Field_Name box, locate the required merge field (for example Contract Type).

5. In the Compare To box type the exact wording of the value from the field. Type in standard
alpha characters, with no underscores or other punctuation required (For examples

“Temporary Contract”).
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6. Within the Insert this text box type or copy and paste the first variation of text (it is a good
idea to save your text in a different software package, for example Notepad, if you want to
copy and paste. MS Word does not allow you to leave the dialog box whilst you are using it.

7. Within the otherwise insert this text type or copy and paste the default paragraph text.

® Once you have added your field formatting, the document text may change to reflect the
nature of the rules.

WE9-o= field_formatting_test [Compatibility Mode] - Microsoft Word =S X

Home  Insert Page Layout References Mailings | Review  View o @

v = Y == pm— = = Er Rules - ey M 41 P oM By
=1 | = "33 &1 j j j j 92 Match Fields &% £ Find Recipient v

Envelopes Labels | Start Mail — Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge ~ Recipients ~ Recipient List | Merge Fields Block  Line Field Results & Auto Check for Errors Merge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish
[0 25 08 0 1 112130 415161 7 | B8 i 10 | 10 1 2113 1 d4- 1 EI6 a6 o Ze 0]

You may be required to work overtime depending on the requirements of your work and at the
- discretion of management. Where possible you will be notified in advance.

Remuneration:

=¢l.ast_Namex per «3alary_periodz, pa e the 25th of each m In addition, if you
- remain in the Company’'s employment until the Termination Dafe and your performance is
= fully satisfactory , you will be paid & Completion Bonus of €X subject to paragraph 1 of the
o termination clause
g Location:
j Holidays:
= There is no paid holiday allowance forworkers assigned totemporary contracts within the first
B 12 months
% Flexitime:

- Flexitime will apply - please familiarise yourself with the Rules of the Flexi Scheme attached

Sick Pay:
Sick leave will not be paid.

. Access to a standard Personal retirement savings account (PRSA)

N In accordance with the Pensions (Amendment) Act 2002 we are approved as a PRSA
provider so as you can have access to a standard PRSA contract. We can deduct PRSA
contributions from your salary on request by you and remit them, without deduction, into your
= PRSA policy by the end of the month in which the deductions are made. For further

z information on this please contact the HR department |

@ P;age:lufB | Words: 965 | <& | U ‘.';
8. To review what you have done, right click and select Toggle Field Codes
WEH9-0= field formatting_test [Compatibility Mode] = Microsoft Word "0 — [E=Rta

Home  Insert  Pagelsyout  References | Mailings | Review  View o @
= by = = = = 2P Rules = g 41 3 &
S B D P @ B BB B I ® " R
= @ = 2 Mateh Fields £ Find Recipient =]

Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge~ Recipients = Recipient List | Merge Fields Block  Line Field ~ Results o Auto Check for Ermors | werge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
B2 1 0% 1131314 1 5 1 6-1-7 i B 10140 1 D@ 11314 ki 16 T

Frounay ve reglired o work overline uépenamd un e Tequireiients or'your woik dia d e
discretion of management. Where possible you will be notified in advance

Remuneration:

Salast_Names. per. sSalary_p payable on the 25th of each month. [n addition, if you
- remain in the Company's employment unfil the Terminafion Dafe and your performance is
fully satisfactory , you will be paid a Completion Bonus of €X subject to paragraph 1 of the
termination clause.

Arial *10 - AT A7

- B 7 US¥-A-F alocationwhichthe Company may determine.

| ENE .
owance forworkers assigned to temporary contracts within the first
= (f, Paste Options:
z % =) 2 familiarise yourself with the Rules of the Flexi Scheme attached
g B Update Field

Toggle Field Codes onal retirement savings account (PRSA):
Isions (Amendment) Act 2002 we are approved as a PRSA

Eont... e access to a standard PRSA contract. We can deduct PRSA

Paragraph... ary on request by you and remit them, without deduction, into your
= Bullets S the month in which the deductions are made. For further
- = contact the HR department
2 Numbering | »

Styles »

-

- 2
- o
g =
Page:10f3 | Words:965 | <8 | 100% (=) [ (+)

If you have successfully added text, you should see the following.
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—
Wd2 -6 b |
File Home  Insert  Pagelayout  References | Mailngs | Review  View a

SE DB P 2 RBR RS, LG R

2% Match Fields £2Find Recipient
Envelopes labels | StartMail  Select Highlight  Address Greeting Insert Merge Finish &
Merge~ Recipients - Re(lplent List | Merge Fields Block  Line Field @ lpdaielabelz Resulls 3 suto Chedkfor Emors | erge~
Start Mail Merge write & Insert Fields Preview Results Finish

Flexitime:
Flexitime will apply - please familiarise yourself with the Rules of the Flexi Scheme attached.

Sick Pay:
Sick leave will not be paid.

Access to a standard Personal retirement savings account (PRSA):

In accordance with the Pensions (Amendment) Act 2002 we are approved as a PRSA
provider so as you can have access to a standard PRSA contract. We can deduct PRSA
contributions from your salary on request by you and remit them, without deduction, into your
PRSA policy by the end of the month in which the deductions are made. For further
information on this please contact the HR department.

Adding Multiple Rules to a Single Merge Field

It is possible to add multiple rules to a single merge field. Simply create the first rule, ensure that
your cursor is still in the same place, then select the rules icon again and re-complete the process.
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Adding Field Switches Without Using the Wizard

As well as the rules wizard approach described previously it is possible to create the same effect on
your document manually, building up the rules as you go. Learning how to do this can help later
when you want to increase the levels of complexity within your document.

Field Code Syntax

Field codes appear between curly brackets ( { } ). Fields behave like formulae in Microsoft Excel —
the field code is like the formula, and the field result is like the value that the formula produces.
You can switch between displaying field codes and results in your document by pressing ALT+F9.

When you view a field code in your document, the syntax looks like this:

{ FIELD NAME Properties Optional switches }

FIELD NAME - The name that appears in the list of field names in the Field dialog box.

Properties - Any instructions or variables that are used in a particular field. Not all fields have
parameters, and in some fields, parameters are optional instead of mandatory.

Optional switches - Any optional settings that are available for a particular field. Not all fields
have switches available, other than those that govern the formatting of the field results.

Insert a Field

—_

Click where you want to insert a field.

2. From the Insert tab, in the Text group, click Quick Parts, and then Field.
A | J (4;1 2 Signature Line =
= 7l merre ST
8y Date & Time
Text  Quick WordArt Drop o
Box+ Partsw - cap~ '#d Object =
Text
3. From the Categories list, select a category.
4. From the Field names list, select a field name.
5. Select any required properties or options.

® To see the codes for a particular field in the Field dialog box, click Field Codes.

® To nest a field within another field, first insert the outer, or container, field, using the Field
dialog box. In your document, place the insertion point inside the field code where you want
to insert the inner field, then use the Field dialog box to insert the inner field.

Tip If you know the field code for the field that you want to insert, you can type it directly in
your document. Press CTRL+F9, and then type the code within the brackets.

Edit a Field

1. Right-click in the field, and then click Edit Field.

2. Change the field properties and options. For information about the properties and options
available for a particular field, see Field Codes in Word or search on the field name in Help.

® For some fields, you must display the field code to edit the field. To do this, click the field,
and then press SHIFT+F9. Or, to display all the field codes in the document, press ALT+F9.
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http://office.microsoft.com/en-gb/word-help/redir/HA010100426.aspx?CTT=5&origin=HA101830917

® Some fields are edited in their own dialog boxes instead of in the Field dialog box. For
example, if you right-click a hyperlink and then click Edit Hyperlink, the Edit Hyperlink
dialog box opens
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Adding Greater Sophistication to Your Document

Once you have created your first rule it is entirely possible to add increasing levels of complexity,
linking new text to previously managed sections.

You are can use as many if...then...else rules connected to the same Mail Merge field and value as
you like.

You can also use a simpler If rule and add all the possible options into the merge field switch. This
ultimately creates a master document incorporating all the possible mail merge results but of
course only displays the relevant information based on the final merged data fields.

For example:

Hi there Friendy|
1

This is what will happen to your parcel, based on the information you have given us:q

1
{IF { MERGEFIELD COUNTRY } ="USA" "Your parcel will arrive in the USA next week some

time* *" }{ IF { MERGEFIELD COUNTRY }="AUSTRALIA" "Your parcel will arrive in
o Australia next month some time.* ** }{ IF { MERGEFIELD COUNTRY }="SWEDEN" "Your
parcel will never arrive as we do not post to Sweden " "" }f]

1
- Endof Letter
I |
3 I
= a:s W< 1 " EY
iDraw> 4 | AutoShapesy N\ N [0 O A 1 8] & :

Notice that in this example there are several IF rules nesting together, connecting the database
field, COUNTRY” to the different sections of text.

“« @ »ig
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Appendix 1 - Additional Sources

Insert Field Codes in MS Word 2010
http://office.microsoft.com/en-gb/word-help/insert-and-format-field-codes-in-word-2010-

HA101830917.aspx

Field Codes in MS Word:
http://office.microsoft.com/en-gb/word-help/field-codes-in-word-
HA102110133.aspx?CTT=5&0rigin=HA101830917

Field Code and Nesting Codes:
http://www.christiano.ch/wordpress/office/microsoft-office-word-mail-merge-merge-fields-rules-
and-conditions/
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http://office.microsoft.com/en-gb/word-help/insert-and-format-field-codes-in-word-2010-HA101830917.aspx
http://office.microsoft.com/en-gb/word-help/insert-and-format-field-codes-in-word-2010-HA101830917.aspx
http://office.microsoft.com/en-gb/word-help/field-codes-in-word-HA102110133.aspx?CTT=5&origin=HA101830917
http://office.microsoft.com/en-gb/word-help/field-codes-in-word-HA102110133.aspx?CTT=5&origin=HA101830917
http://www.christiano.ch/wordpress/office/microsoft-office-word-mail-merge-merge-fields-rules-and-conditions/
http://www.christiano.ch/wordpress/office/microsoft-office-word-mail-merge-merge-fields-rules-and-conditions/

