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1 Data Doc v1.2.3 Quick Guide 

Data Doc Version 1.2.3 – As presented at the 2020 Group 2010 
Innovation Conference, Coventry 11th March 2010. 

 

Introduction: 
• Data Doc allows users to easily draw data directly from your data base to your MS Word 

documents in an instant. 

• Configure your own data sources and specify what type of data you want available 

• Currently supports SQL Server and MS Access data access. 

• Supports Views in SQL Server and Queries in MS Access, providing a large degree of 

flexibility to specify data sets matching with document sets. 

• Fully capable of easy integration into larger applications and configurable to draw specific 

data from proprietary databases. Imagine all of your clients being able to instantly access 

data directly from MS Word at the touch of a button. It will add an entirely new dimension 

to office productivity 

• Administrator sets up MS Word templates already containing data link bookmarks added 

with the tool provided 

• Simple to use for end users. Just enter a search ID and let the data come back instantly. Say 

goodbye to looking up individual pieces of data and laboriously entering them in a 

document. It is all done for you and in a tiny fraction of the time. 

• You can also add data link bookmarks on the fly in no more than a couple of seconds, to 

create new documents and templates using the data sets available. 
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How to Use Data Doc – Quick Guide 
 

 

Toolbox Main Screen 

 

After Installation you should see a shortcut on your desktop for Data Doc Toolbox. Double Click this 

and it will open the Data Doc Toolbox. This toolbox allows an administrator to easily generate the 

XML Configuration file which contains all of the information required by the macro in MS Word. 

Once the file has been created it can be disseminated to each machine which requires access to the 

data. 

 

When you have finished specifying data that you wish to expose from within MS Word, click the 

Save All Details And Write XML button to save your work. These connections with contained data 

sources will now be available when you use the add in menu from within MS Word. 
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Setting Up Connections And Data Sources: 
 

 

Add New Connection – Connection Specification 

Clicking the New button on the main screen will bring you to the Connection Specification dialog. 

This allows you to select from the available SQL Server servers, or alternately browse to select an MS 

Access Database (this is currently limited to .MDB database, .AccDB to be available shortly). 

You may specify Windows authentication, or enter a Username and Password combination to 

attempt your connection. When you are satisfied, clicking the Connect button will test access to the 

specified server. If successful a message will inform you of this, and you may then proceed to select 

a database and select Data Source information. 
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Add New Connection – Data Source Configuration 

Clicking New on the Data Source Configuration screen will open up a dialog allowing you to select 

from the available data on your selected server (.mdb for MS Access). The data sources displayed in 

the Choose Data Source drop down are as follows: 

SQL Server: 

• Tables 

• Views 

MS Access: 

• Tables 

• Queries 
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Add New Data Source – Select From available Tables and Views (queries in MS Access) 

 

 

Select a Table/View field to use when searching the data 

Select the details that you require for your documents and then click the Save button to store the 

selection. You can then proceed to Add as many sources of data as you wish. If you set one of them 

to be the default then this will load up first when using the menu items from within MS Word, when 

this Connection is selected. 

 Also, if the Connection is specified as the Default Connection to use, then both the Default 

Connection and the Default Data Source will load in automatically when using the macro. 
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Data Source now available in Connection 

When you have saved a Data Source it will appear in the Saved Data Source list.  



 

DC Software Solutions |© 2010 

 

7 Data Doc v1.2.3 Quick Guide 

 

New Connection Saved 

Click on the Save All Details and Write XML, which will save all of the details to the xml configuration 

file. This file is then used by the MS Word macro to connect to the correct data source and draw 

data down. 



 

DC Software Solutions |© 2010 

 

8 Data Doc v1.2.3 Quick Guide 

Now Open MS Word: 

In order to get the following menu to show up in your version of word follow the instructions below. 

The quickest and easiest way to always have this functionality loaded by MS Word is to add in the 

template as an add-in. Then every time you open word it is available for use. Follow the screenshots 

below to do this. 

 

Step 1 - Click on Word Options 
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Step 2 - Navigate to Add-Ins 

 

 

Step 3 - Go to Templates 
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Step 4 - Browse To Template and Add as an Add-In to MS Word 

 

Now, Browse to the C:\Program Files\DC Software Solutions\DataDoc\ folder and select the 

DataDocV123.Dot file. By adding it as a template Add-In the Data Doc functionality will load 

whenever Word is started on this machine, allowing users direct access to database data in their 

documents. Close and Re-Open Microsoft Word to load Data Doc. 
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When MS Word is re-started you should find a similar menu to the one seen below. 

 

 

Data Doc Menu 

If the template has been added correctly then the user will have a new menu, accessible through the 

Add-Ins tool strip, called Data Doc. There are two options available on this menu: 

1. Enter Criteria Value 

2. Add Link Bookmark 

 

 

The first thing that the user (or perhaps an administrator creating business templates) will want to 

do is to add data links to the document, by selecting the Add Link Bookmark option, so I will cover 

this first. 
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Add Link Bookmark  
 

This option allows the user to add a data link bookmark to whatever document they may have open 

in MS Word. First, using the cursor, select the area in the document that you want to have replaced 

by the data from the data source.  This can be either just the cursors location, or indeed any size 

selection that you wish to make in the document. 

When this has been completed, click the Add Link Bookmark menu item, in order to open the form 

which provides this functionality for you. 

 

 

Add a Link Bookmark to the area selected in the Active Document 

If you have specified a default Data Doc Connection in the toolbox then this connection will be 

loaded when the form is opened first, along with any default Data Source that has been set.  

To add a data link bookmark, simply select the field from the data source that you wish to have in 

your document and then click Ok. The data link bookmark is now placed in your document. 

You may continue to add as many different link bookmarks as you require from both this and any of 

the other available Data Sources and Connections. 
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Enter Criteria Value 
 

 

Enter/Select an ID on which to search and draw data. 

Now it is time to get the required data from the database, so select the Enter Criteria Value menu 

item. This opens a form which allows you to search for data from your Data Sources. Once again the 

defaults will load up automatically to save you time. All that is required is that you enter/select an ID 

which allows Data Doc to go and find your data and return it to your document that is open in MS 

Word. 

If you have added your link bookmark, then wherever you have placed it will have its text 

overwritten by whatever text is drawn from the data source based on the criteria entered. For 

example if you add link bookmarks for CustName, CustAddress1, Title etc, then enter a Customer ID 

of 15, the data is retrieved and then placed directly in any bookmarks(for that data source) that are 

found within the Active Document within Word. So CustName, CustAddress1 and Title data link 

areas will have the details which have been found in the database for the Customer whose ID is 15. 

If you wish you may place link bookmarks from multiple data sources within your document, then 

run each data search consecutively in order to retrieve all details required to complete your 

document. 


