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Printing variable data

There may be times when you will need to include variable data - that is, information that changes
from page to page - in a print job. This is similar to printing with an overlay in that data from
different sources is merged onto the same page in a document. The difference is that the data in
the overlay is fixed - that is, the same image is repeated at the same location on each page. With
variable data, the information contained in a specified field or fields changes with each copy of a
document. For example, for a form letter you could use an overlay to print the company
letterhead, and variable data to personalize each copy of the letter with the recipient's name and
address.

Procedures are provided in the following pages that will assist you in:

e Printing variable data using Adobe PageMaker|on page [3]

e Printing variable data using QuarkXPress|on page

e Printing variable data using Microsoft Word |on page

Guidelines for creating variable data jobs with Adobe PageMaker
and QuarkXPress

Note: If you use Microsoft Word for Windows to create your document, you can skip this section
and go directly to "Printing variable data using Microsoft Word{ on page

The variable data input file is a text or database report file that contains the variable data that you
want to include in your Adobe PageMaker or QuarkXPress document. The following are some
guidelines that will assist you in creating the variable date input file and in designing your
document to successfully create jobs that contain variable data. Based on these guidelines, you
may need to change the variable data input file or the placement of your variable data boxes in
the layout of your documents.

e The variable data input file can contain only the variable data text and/or graphics. All
formatting controls, headers, footers, and extra blank lines must be removed.

e Start each record in the variable data input file on a new line or separate records with
delimiters. A single record can extend over several lines.

e Add a delimiter characters, such as commas or semi-colons, or a delimiter line such as
@@SEP, after each field in the variable data input file or verify that the fields have fixed field
lengths. Do not use a character that is also included in your variable text as a delimiter (for
example, if your variable data includes addresses that contain commas, do not use a comma
as a delimiter).

o Variable data from a particular record may not always fill a variable data box to its
boundaries. Be careful not to design a document that requires that the variable data record
do this. For example, if you include variable data text in the middle of a paragraph, too much
space will be left if there is a partially filled text box. Consider including the entire paragraph
in each record of the variable data file.

o Variable data boxes may not be rotated or skewed.



Variable data text cannot contain the following type features:

hyphenation
kerning

reverse print

small capital letters
subscripts
superscripts
strikethroughs
tracking
underscores

Variable data text can only use fonts that are resident in the printer device or on the server
system. If the variable data text uses another font, that font must be mapped to a resident
font.

When you are using the QuarkXPress XTensions, map the font to a font in the
\Xpress\Xtension directory. The font that you select for text variable data must support
the characters in the variable data input file. For example, if the variable data contains
any double-byte characters, you must select a double-byte font

When you are using the Adobe PageMaker Plug-Ins, map the font to a font in the
ibmvdata.vda file in the d:\\PMn\RSRC\USENGLISH\PLUGINS directory (where dis the
drive and PMn is the directory where PageMaker is installed).

For more information, refer to the IBM Infoprint Manager for AIX: Administrator’s Guide,
S544-5595.



Printing variable data using Adobe PageMaker

The following instructions step you through procedures for creating and printing variable data
using Adobe PageMaker. In this example, you will use PageMaker to create and include
changing names and addresses on each copy of a form letter. Then you will print the resultant
letters using IBM Infoprint Submit. You should have been provided with a sample variable data
input file named IPVary1.fil. If you opened or downloaded this PDF file from the Internet, you
can download the sample file from the same web page. If you want to use this file, the file must
be available on your system(s) where Adobe PageMaker and IBM Infoprint Submit are installed.

Notes: For you to carry out these procedures, it is assumed that:

¢ You have general knowledge of computers, Microsoft Windows, and Adobe PageMaker.

e Adobe PageMaker version 6.0 or 6.5 is installed on your computer.

e IBM Infoprint Submit version 3.1 is installed and configured to communicate with the Infoprint
server.

¢ The IBM Adobe PageMaker Plug-Ins from the IBM Infoprint Manager Version 3.1 Client CD-
ROM are installed over your Adobe PageMaker program.

¢ An IBM Infoprint printer driver for the printer you will use to print variable data is installed on
the system where you are running Adobe PageMaker with the IBM Adobe PageMaker Plug-
Ins.

Important: Once the printer driver is installed, the corresponding PPD must be copied to the
directory where Adobe PageMaker stores PPD files. For example, when the
driver for the Infoprint 60 is installed, the default directory where you should find
the ibm3160.ppd file is CA\WINDOWS\SYSTEM. For PageMaker version 6.5,
the default directory for PPD files is d:\PM65/RSRC/USENGLISH/PPD4, where
d: is the drive where PageMaker is installed.

In this case, the ibm3160.ppd must be copied from C:\WINDOWS\SYSTEM to
d:\PM65/RSRC/USENGLISH/PPDA4.

Using Adobe PageMaker to create a document with variable data

For this example, you will produce and print multiple copies of a simple form letter. Each copy of
the letter will be individualized to include a unique name and address.

Note: Along with the sample data input file (IPVary1.fil), you may also have been provided with
a sample of a PageMaker file like the one you will create with this example. The name of
this file is PMsample.p65, and it is provided for reference purposes only. When you
create your page layout, as instructed in step E| you need to open a new document with a
unique filename. If you open the sample document file, you will not be able to do some of
the steps, because they have already been completed in the sample.

To create a variable data document:
Create the page layout
1. Start your Adobe PageMaker application.

2. In Adobe PageMaker, create a page layout for the master file. In this layout, include some
static text (the body of the letter that will not change) and some sample variable data (such
as, the name, address, and city/state). In our example, shown in Figure TJon page f] the text
within the text boxes is the sample variable data.



Notes:

o When you create sample text variable data, use the appropriate font, font size, leading,
and alignment to determine the size of the text box.

¢ If you have a job with variable data that contains graphics, add an object with a sample of
graphic variable data when you create the master file. The bounding box of the graphic
will determine the size and shape of the variable data picture object. Variable data
graphics will be scaled proportionally to fit in the defined area.
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SN ay 24, 1999
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Eill® = Dear Tr. Nolan,
Cl® o — *
G We need the following informatien to be sure that our recerds remain current and correct.

Please verify that yeu currently reside at the following address:
Y234 Fwosd il Park
‘Fernville, NY 70001

It the address is Incorrect, please make the necessary corrections and return this letter in
the enclosed, postage-paid envelope.

|

Bincerely,

John Smith
Office of the Director

Figure 1. Example form letter page layout

Define variable data fields

After you've created a page layout that includes static elements and variable data samples,
define the variable data fields:

1. Click Utilities in the menu bar, and then click Plug-Ins>IBM Define Variable Data Fields.

myiew Window Help
! Plug-inz

Add cont'd line...
1
1 A F Ba!ance Caluming...
) . Build Booklet...
Fird It 5 .
. Bullet: and numbering. ..
Chamae.. H
S el - Change Case...
=peling. Create Color Library. ..
Book... Drop cap...
Index Entry.. ™ EPS Font Scanner...
Show Index... Global Link Options...
Create Index... Grid Manager...
Create TOC... IBM Create Yariable Data Object

IEM Cefine Wariable Data Fields \
IEM Produce Variable Data Job.”

Define Calors...



2.

data for this job and click the Open button.
(If you are using our sample file, the filename is IPVary1.fil.)

IBM ¥ariable Data Input File

Loak in:

I 23 Wariable D ata

Install

WarD ataP

WarD atalluark,

WarD ataw/ord

Backup of wdatalnstall whk

1Pz il

In the IBM Variable Data Input File dialog box, select the input file that contains the variable

= i
Q Przample.pz

File name:; IIP\a‘al_l,l'I il

Files of lope: I.é.ll Files

[

Open [ I
e

Canicel

Figure 2. Select the variable data input file

In the Select Data for One Copy dialog box, select all of the data that you want to include in

one copy of the job, including the delimiters. In our sample file, shown in highlight
from Mr. Nolan, up to, but not including, Ms. O’Mara,.

Select Data for One Copy

Select the first complete copy

17234 Tnwood Hill Park

i
Feriw.

ille, NT 10001

_ 0'Mara,
;él Lyman Awvenus
'I‘;.ntot.m, NI Z000Z
l’h’: Burns,

E2Z Upton Doums

|

™ Delete Curent D ata Fields

LCancel | Help

Figure 3. Select the data to include in one copy of the job

4. Click the OK button.



5. Inthe Define Variable Data Fields dialog box, select the entire first field, up to, but not

including the separator field. In our example, shown in Figure 4] the separator field is ;;.
Define Y¥anable Data Fields

— Sample Data for One Copy —DataFiglds—————————
|-::'\alphagraphics\alpham wariable datahi | Select File... |

Select a sample data field and press “4dd.."
bir_Holar:] B

1234 Inwaod Hill Park

Fermville, M 10001

=]
LI _’I Edit... | Eemave... |
fdd. Cose | Hep |

Figure 4. Select the first variable data field

Click the Add... button.

In the Name Variable Data Field dialog box (see on page Iﬂ type a name for the first
data field and specify field type information to describe the type of variable data and its
length. In our example, as shown in the Data Field Name is MemberName, the
Field Type is Text, we're using Lines for Units, and for Length, we want the line read Until

the delimiter (;;) is encountered. (For more information about using the options in this dialog
box, click the Help button.)



Mame ¥anable Data Field E3

Data Field |M emberM arne

Hame

— Sample Data Field
br. Molan, ;I
>
A ]
— Field Type
g
Tt ™ Reference
" EPS
— Uit Length
) Characters " Count:
o Lines & Lntil: I:I
¥ | Ship Gpaces
QK LCancel | Help |

Figure 5. Name and describe the variable data field

Click the OK button.

In the Define Variable Data Fields dialog box, the name of the first field should now appear in
the Data Fields list.

the names of all of

Repeat steps Elthrough E beginning on page E until you have defined each data field and

the fields are listed under Data Fields in the Define Variable Data Fields

dialog box, as shown in on page EI

10. When you are finis

hed defining the fields, click the Close button.



Define Y¥anable Data Fields E3

— Sample Data for One Copy —DataFields————
|c:'\alphagraphics'\alpha?l wariable data\i| Select File... | termbert arme
Streetdddress
Select a sample data field and press “Add..."
br. Malan, ;I

1234 Inwood Hill Park

ille, MY 10001

LI _’I Edit... | Bemave. .. |

Add. Qlosei I Hep |

Figure 6. Each data field must be defined

Create variable data objects

After you've defined all of the variable data fields, you need to create the variable data objects
with which they are to be associated.

1. Select the first sample of variable data on your page.

#2 Adobe PageM aker 6.5

H=] &
File Edt Layout Type Element Uliities “iew ‘wWindow Help
H C:\alphagraphics\Alphadl\Wariable Data\WarD ataPM\PMsample. p65 M=
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S ay 24, 1999
)
Jl== Dear Wr. Melan, :
o & L
s We need the following informaticn to be sure that our records remain current and correct.
Please verify that you currently reside at the following address:
1234 Inwood Hill Park [
Fernville, NY 10001
If the address is incorrect, please make the necassary corrections and return this lstter in
he enclosed, postage-paid envelope.

Figure 7. Select the first variable data sample



2.

3.

Click Utilities in the menu bar, and then click Plug-Ins>IBM Create Variable Data Objects.

Add cont'd line...

il F Ea!ance Caluritg. ..

: . Build Booklet...
Eitdl ezt (5 .

" Bullets and numbering...

Lhange... H
= el L Change Caze...
=p=ling.. Create Calor Library...
Book.... Crop cap...
Index Entry.. ™ EPS Font Scanner..
Show Index... Global Link Options...
Create [ndex. .. Grid Manager.
Create TOC. .. |BM Cre & Data Object k
Defire Col |EM Define Variable D ata Figlds

IS L. |BM Produce Variable D ata Job..

In the Named Object dialog box, enter a Name for the object and specify the Text Attributes
(or Graphic Attributes, if applicable) of the variable data.

Mamed Object E
— Object

Mame |NameLine| |

 Text Attributes
Font IHeretica j Size pointks
Llignment ILeft j Leading pointks

¥ Flows Test Lines

Cyan °/° Magenta Z ‘ellow ‘Z Black %

= Graphie Athibute

Elacement I e l

 Drata Field

Hame IMemberName j Define FieId&...l

u] LCancel | Help |

1.21

Figure 8. Name and associate the object with a data field

In the Data Field area, select the name of the data field whose contents will be placed in this
object.

Click the OK button.
On the page, the variable data object will now be gray, as shown in Figure 9]on page [(0]

Repeat steps [iJthrough ) beginning on page B] for each of the remaining variable data
objects in the document.

When you have finished creating all of the variable data objects for this document, save the
document before you continue with “Produce the variable data job| on page

a. Click File in the menu bar, and then click Save.

b. Type a name and select a directory where you want to save this document.




#% Adobe PageMaker 6.5 =] E3

File Edt Lavout Tupe Element Uliities View Window Help

E] C:-\Alphagraphics\Alpha31\¥ariable Data\¥arDataPM\PMsample_pb5 _[O]x]

T T T I T A A T T T " =

May 24, 1999
We need the following information to be sure that ocur records remain current and correct.
Please verify that you currently reside at the following address:
% H

If the address is incorrect, please make the necessary corrections and return this letter in
the enclosed, postage-paid envelope.

Figure 9. Defined variable data objects appear as gray boxes on the page

Produce the variable data job

After you have finished creating all of the variable data objects on the page and saved your
document, you are ready to produce the variable data job.

Important: Before you produce variable data files, be sure that the printer driver for the printer
that will be used to print the jobs is installed on the system where Adobe PageMaker
is installed. Once the printer driver is installed, the corresponding PPD must be
copied to the directory where PageMaker stores PPD files. See “[mportant] on page
Elfor more information.

To produce the variable data job:

1. With your master page open in the Adobe PageMaker main window, click File in the menu
bar, and then click Print....

Edil Layout Twpe Elerr

Mew. .. M
Qpen... 0
Becent Publications 3
Cloze T
Save “5
Save Az Sh™g
Rexert

Flace... 0
Acquire 3
Export... 3

Links Manager... Sh™D

Document Setup... ShP

Frinter Styles 3
Hide Calors “lok
Exit "3




2. Inthe Print Document dialog box, select your printer (IBM Infoprint 60 in our example) in both

the Printer and PPD fields, and select the Portrait icon Iﬁ for Orientation.

Printer: | IBM InfoPrint 60 on FILE: = Pint |

PPD:  [IBM InfoPint 50 o [ Collte Cancel |
[ Reverse
Ciepyoes I Proot
- I [acumetit

— Pages
(ol Print:  |Both Pages j Faper |
¢~ Hanges: |1 | ™ Reader's spreads
™ Ignore "Man-Printing”" setting [ Print blank pages Color \ |
— Book Orientation
. L Features |
I~ Brint &l publications in bk «I%
I s paper settings of eachpublication Reset |

Figure 10. The Print Document dialog box

Click the Options button.

4. Inthe Print Options dialog box, check the Write PostScript to file check box.

— TIFFs/lmages

T
Send image data; |Dptimized subsampling j|
) Cancel |
[rata encoding: | Send ASCI image data j|
; Diocument |
— PostScript

Diownload fonts: |Post8cript and TrueT ype j| ﬂl
™ Include PostScript eror handler I I s
v ‘wirite PostSeript o file: |F'Msamp|e. ps | Browse. . | Color |

7 Momal

™ Page independence |
EPS Features

7 Extiz image bleed

"~ Far prepress
Reset |

Figure 11. Print options - check Write PostScript to file

5. Click the Save button to save your settings.

6. Inthe Adobe PageMaker main window, click Utilities in the menu bar, and then click
Plug-Ins>IBM Produce Variable Data Job.

Add cont'd line...
Find., . Ba!ance Columns...
: . Build Booklet...
Eitel [ ext 5 .
. Bullets and numbering. ..

Change... H

= el - Change Caze...

2ping. Create Color Librany...

Book. .. Drop cap...

Index Entry... ™Y EPS Font Scanner...

Show Index... Global Link O ptians. ..

Create [ndex... Grid Manager...

Create TOC. ., |IBM Create Wariable Data Object
I — |BM Define ¥ ariable Data Fields

Define Calars...

IBM Pra



7. Inthe IBM Variable Data dialog box, note the names of the Document Definition File and

PostScript file. These will be created with the same name as your PageMaker file, but with
file extensions of .ddf and .ps.

IBM ¥Yanable Data E3

|BM Vanable D ata will create the following files:

Document Definition File: |alphagraphics'\alpha3‘l ‘wariable databwvardatapritpmzample. ddf |

PostS cript File: |:\alphagraphics\alpha31 “weariable data\vardatapm\pmsample.ps|

ok ] Cancel | Hep |

Figure 12. The names and locations of the files that will be generated

8. Click the OK button to create the files.

Provide the variable data files for printing

If IBM Infoprint Submit is installed on a different system than PageMaker, after the variable data

job is produced you need to transfer the files needed to print the job. The following files must be
available on the Infoprint Submit system:

e Variable data input file

¢ Document definition file (file extension .ddf)

¢ Master PostScript file (file extension .ps)

¢ Any text and/or graphic files that may be referenced by the data input file

Create the variable data job ticket in Infoprint Submit

After the files have been generated from PageMaker for a job that will contain variable data, the
job is assembled in Infoprint Submit when you create the job ticket.

To create a job ticket that contains variable data :
1. Open Infoprint Submit.

2. Inthe Infoprint Submit main window, create and enter a name for a new job. (Or, you can

open an existing job. If your job has multiple parts, highlight the part that will contain the
variable data.)

il InfoPrint Submit Job Ticket - Untitled

Ticket Edit [termn Optionz ‘Window Help

nlE=| 8lE€] BBl sl Qi@ &)X

[ Untitled Insert variable data =] E3

Narme IVDataF‘Ml Job D |

Crescription I Copies |1 i’

Cuztamer I Library keywords I

Show Diocument | St i are | Special Instuctions. .. |
Document 1 Layaut | Frinit I filigr I Lok I .-’-'-.dvanu:edl

Layout JSimpIe 1-up j
Sides JSiITIFdEH j

Figure 13. The Infoprint Submit main window




+
3. Click the Insert variable data icon ﬂ in the tool bar.
The Variable Data and Referenced Files tabs are displayed, and a Variable data item is

included in the document list, as shown in

Cocument 1

4. In the Files tab, complete the fields by adding the appropriate files:

'[i InfoPrint Submit Job Ticket - YD ataPM _jtk H=] E3
Ticket Edit [tem Option: Window Help

Input file - This may be the name of a single file that contains the variable data to use
with the master PostScript file. This field can also specify a file that lists the names of
other files that contain the variable data.

Notes:

— File types used for the variable input file may vary, but often have an extension of .fil.

— If your variable input file contains the names of other files graphics or text files), click
the Reference Files tab to add the files that contain the actual variable data.

Document definition file — This file contains instructions for mapping the variable data
from the variable input file to the master file. This file was created when you produced
your variable data job using the Adobe PageMaker Plug-Ins. The file will have a .ddf
extension.

Master documents — This is the main document into which variable data will be added
when the job prints. This file was created when you produced the variable data job in
PageMaker. The file will have a .ps extension.

@l 8B BB plualoa Dl «# %]

B vDataPM._jtk ==l E
Name IVDataF’M.ilk Job D |
Description I Copigs |1— i’
Custamer I Library keywards I
Show Document Show More | Special Instructions. .. |
@ Drocument 1 Wariable [rata | Feferenced Filesl

& ‘ariable dats 1

Irput file IE:\.L‘-.Iphagraphics\.-'-‘«lpha?I\ Browse... |

Document definition file ICZ\MDhanaDhiCSWDham'\ Eromse... |

Master documents

Add...

Remove |

Figure 14. Specify the variable data input, document definition, and master PostScript files



Print a job containing variable data

After you have created a job ticket that contains variable data, you can print it as you would any
other job.

1. Click Ticket in the menu bar, and then click Submit Job....

A=AE8 Edit Item Options

Mew Clrl+M
Mew Like... Chrl+L
Open... Clrl+0
Cloze

Save Ctrl+5
Save Az

Package...

Archive...

Betrieve...

Submit Job... Chrl+P
Submit Jtem... k

Print Ticket...

2. Inthe Submit dialog box, select the Printer where you want to send the variable data job.

Submit - ¥DataPM.jtk
Files ISchedulel
Erinter Print Job D I\-"D ataPhd.jtk. 001
Copies |1 ﬂ 7| Brenf, dopot optimize for multisle copies
Stacker IUse zerver default vI
Files ta print
Itemn | File ta Print | Date |
Wariable data 1 C:\Alphagraphicshalpha3lWariable .. 06/24/33 15:00:36
Selectall | BeRlP |  Usehip |  ChecktoPint | Donotimt |
DKE I Cancel | Help |

Figure 15. Select the printer and specify the item(s) for printing

3. Be sure the variable data item (and any other items that you want to print) is checked.
— To check the check box for an item, highlight the item and click the Check to Print button.

— To uncheck the check box for an item you do not want to print, highlight the item and click
the Do not Print button.

4. Click the OK button to submit the job for printing.

Note: If your variable data job is lengthy, you may want to print just a portion of the job to verify
that the data is being inserted correctly and uses the correct fonts. You can edit the
variable input file to include only a subset of the variables. When you print, only these
variables will be inserted into pages for the number of copies you specify. If you create
this smaller input file, be sure to include only complete records.



Printing variable data using QuarkXPress

The following instructions step you through procedures for creating and printing variable data
using QuarkXPress. In this example, you will use QuarkXPress to create and include changing
names and addresses on each copy of a form letter. Then you will print the resultant letters using
IBM Infoprint Submit. You should have been provided with a sample variable data input file
named IPVary1.fil. If you opened or downloaded this PDF file from the Internet, you can also
download the sampile file from the same web page. If you want to use this file, the file must be
available on your system(s) where QuarkXPress and IBM Infoprint Submit are installed.

Notes: For you to carry out these procedures, it is assumed that:

¢ You have general knowledge of computers, Microsoft Windows, and QuarkXPress.

e QuarkXPress version 3.3.2 release 5 is installed on your computer.

e IBM Infoprint Submit version 3.1 is installed and configured to communicate with the Infoprint
server.

e The IBM QuarkXPress XTensions, from the IBM Infoprint Manager Version 3.1 Client CD-
ROM are installed over your QuarkXPress program.

¢ An IBM Infoprint printer driver for the printer you will use to print variable data files is installed
on the system where you are running QuarkXPress with the IBM QuarkXPress XTensions.

Using QuarkXPress to create a document with variable data

For this example, you will produce and print multiple copies of a simple form letter. Each copy of
the letter will be individualized to include a unique name and address.

Note: Along with the sample data input file (IPVary1.fil), you may also have been provided with
a sample of a QuarkXPress file like the one you will create with this example. The name
of this file is qxsample.qxd, and it is provided for reference purposes only. When you
create your page layout, as instructed in step E| you need to open a new document with a
unique filename. If you open the sample document file, you will not be able to do some of
the steps, because they have already been completed in the sample.

To create a variable data document:
Create the page layout
1. Start your QuarkXPress application.

2. In QuarkXPress, create a page layout for the master file. In this layout, include some static
text (the body of the letter that will not change) and some sample variable data (such as, the
name, address, and city/state). In our example, shown in n page ] the text within
the text boxes is the sample variable data.

Notes:

e When you create sample text variable data, use the appropriate font, font size, leading,
and alignment to determine the size of the text box.

o If you have a job with variable data that contains graphics, add a picture box with a
sample of graphic variable data when you create the master file. The bounding box of
the graphic will determine the size and shape of the variable data picture. Variable data
graphics will be scaled proportionally to fit in the defined area.
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Dear

Wye need the following information to be sure that our records remain current and correct. Please
werify that vou currently reside at the following address:

1234 Imwood Hill Park

Fernville, NY 10001
If the address isincorrect, please make the necessary carrections and return this letter in the
enclosed, postage-paid erwelope

Sincersly,

John Smith
Office of the Directar

Pttt Lot Bttt Bt B B P

Figure 16. Example form letter page layout

Define variable data fields

After you've created a page layout that includes static elements and variable data samples,
define the variable data fields:

1. Click Utilities in the menu bar, and then click IBM Variable Data>Define Variable Data
Fields.

| Check Speling 3 g G
Suihiary Dictionary. ..
Edit Aumiliar.

Suggested Hyphenation... Etil+H
Hyphenation E zcephions. ..

Font Uzage...
Picture Uzage. ..

Tracking Edit...
Keming Table Edi...

Create Yariable Data Baow. ..
Lefine Yanable Data Fi .
Produce -\- ble DataJob....

2. Inthe IBM Variable Data Input File dialog box, select the input file that contains the variable
data for this job and click the Open button.
(If you are using our sample file, the filename is IPVary1.fil.)

IBM ¥anable Data Input File EHE

File name: Folders:
IIP'Val_l,ﬂ.[iI C:\alphagra.. \vanable data k
Cancel |
Backup of vdatalnslall_l;l 5 alphadl ﬂ

1P ary.fil :
5 variable data
7 Install J &I
=

Yariable Data Design.p
] YarDataPM Network... |

1 ¥arDataQuark
LI (] YarDataword

List files of type: Drives:
|all Files =] | = ¢ c_drive

Figure 17. Select the variable data input file



3. Inthe Select Data for One Copy dialog box, select all of the data that you want to include in
one copy of the job, including the delimiters. In our sample file, shown in highlight
from Mr. Nolan, up to, but not including, Ms. O’Mara,.

Select Data for One Copy E2

Select the first complete copy

Mr. Molan,

12324 Inwood Hill Park

P
Ferny.

ille, NT 10001

M=. 0'Mara,
921 Lyman Awenus
Tintowm, NI 20002

ii
Mr. Burns,

ZZE Upton Dowms -
|4 ¥

[~ Delete Current Data Fields

oK LCancel | Help |

Figure 18. Select the data to include in one copy of the job

4. Click the OK button.

In the Define Variable Data Fields dialog box, select the entire first field, up to, but not
including the separator field. In our example, shown in the separator field is ;;.

Define Yanable Data Fields E3
—Sample Data for One Copy — Data Fields

Ic:\alphaglaphics\alpha31 ‘wanable data Select File. .. |

Select a sample data hield and press “Add. "
A 3
1234 Inwood Hill Park

Femville, NY 10001

ll _’|_I Edit.__ | Bemove... |

Add... Close | Help |

Figure 19. Select the first variable data field

6. Click the Add... button.



7.

In the Name Variable Data Field dialog box, type a name for the first data field and specify
field type information to describe the type of variable data and its length. In our example, as
shown in the Data Field Name is MemberName, the Field Type is Text, we're using
Lines for Units, and for Length, we want the line read Until the delimiter (;;) is encountered.
(For more information about using the options in this dialog box, click the Help button.)

Mame Yariable Data Field E
Data Field IMemberName
Hame
—Sample Data Field
Mr. Nolan, ;I
i » |
—Field Type
Qe [~ Reference
" EPS
—Units ———— Length
" Characters " Count: |1
% Lines &+ Until: I;;
¥ |Stiip Spaces
oK N I Cancel | Help |

Figure 20. Name and describe the variable data field

Click the OK button.

In the Define Variable Data Fields dialog box, the name of the first field should now appear in
the Data Fields list.

Repeat steps Elthrough E beginning on page until you have defined each data field and
the names of all of the fields are listed under Data Fields in the Define Variable Data Fields

dialog box, as shown in Figure 21on page (9]

10. When you are finished defining the fields, click the Close button.



Define Yanable Data Fields E3

—Sample Data for One Copy — Data Fields
Ic:\alphaglaphics\alpha31 \vanable data Select File._. | Memberlame
Steethddress

Select a sample data hield and press “Add. " CiyState

Mr. Molan, ﬂ
1234 Inwood Hill Park

Femnvyille, N 10001

ll _’|_I Edit__. | Bemove... |

Add... Close 1]  Hew |

Figure 21. Each data field must be defined

Create variable data boxes

After you've defined all of the variable data fields, you need to create the variable data boxes with
which they are to be associated.

1. Select the first sample of variable data on your page.
43 QuarkXPress® - [C:\Alphagraphics\Alpha31\V¥ariable Data\VarDataluark\gxsample.gxd]
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NE R AT

Dearehdr Molan .+ b

e need the following information to be sure that our records remain current and correct. Please
warify that you currently reside at the following address:
234 Trwvood Hill Fark

iFernville, MY 10001 :
If the address isincorrect, please make the necessary corrections and return this letter in the

Figure 22. Select the first variable data sample




2. Click Utilities in the menu bar, and then click IBM Variable Data>Create Variable
Data Box.

(NN window Help

-

| ek Speling |.|.|.|.|.I.|5.|.|.|.|.|.|.|.|B.|.|.|.|.|.

Avwiliam Dictionany...
Editumilian..

Sugaested Hophenation,.. Bt
Hyphenation Exceptions...

Font Uzage. ..
Picture Usage. ..

Tracking Edit...
FKeming T able Edit...

|BM Variable Data Create Variable Data Baow...

Defirdaniable Data Fields...
Produce Vanable Data Job....

3. Inthe Variable Data Box dialog box, enter a Name for the box and specify the Text Attributes
(or Graphic Attributes, if applicable) of the variable data.

Variable Data Box E2

— Box Attributes

Mame |NameLine|

— Text Attributes

Font IHerelica j Size |12 points
Alignment ILefl j Leading |14_4 points

¥ Flow Text Lines

E_l.l_anll].l] % Magenta (0.0 X Yellnﬂll].l] % Black|10D0. X%

= Graphic Attnibutes

Scaling I j
—Data Field
Hame IMemberName j Define Fields. .. |
oK LCancel | Help |

1.2

Figure 23. Name and associate the box with a data field

4. Inthe Data Field area, select the name of the data field whose contents will be placed in
this box.

5. Click the OK button.

On the page, the variable data box will now be gray and labeled with its name, as shown in
Figure 0hn page

6. Repeat steps fi]through F] beginning on page [19] for each of the remaining variable data
boxes in the document.

7. When you have finished creating all of the variable data boxes for this document, save the
document before you continue with “Produce the variable data job] on page [0]
a. Click File in the menu bar, and then click Save.
b. Type a name and select a directory where you want to save this document.

20



43 BuarkXPress® - [C:\Alphagraphics\Alpha31\Wariable D ata\V¥arDataQuark'\qxsample_qxd]
@ File Edit Yiew GSile [fem Page Utlties Window Help o =

: L.L..L..I.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|

hlay 26, 1994

Wife need the follawing information to be sure that our recaords remain current and correct. Please
werify that vou currently reside at the following address:

(Addrecel ine

CitvStatel ine

If the: address is incorrect, please make the necessary correctlnns and return this letter in the
enclosed, postage-paid ervelope.

Figure 24. Defined variable data boxes are labeled, and appear gray on the page

Produce the variable data job

After you have finished creating all of the variable data boxes on the page and saved your
document, you are ready to produce the variable data job.

To produce the variable data job:

1. With your document open in the QuarkXPress main window, click File in the menu bar, and
then click Printer Setup....
Edt Wiew Sile [ Page Ut

New 3
Open... Clrl+0
Cloze

Save Chl+5
Save as.. Chrl+alt+5
Bevert to Saved

(et Text/Ficture,.. [Efrl+E
Sawe Tiest,. [t

Save Page as EPS... Chil+Alt+Shift+5
Collect for Output. ..

Document Setup...  Chil+al+Shift+P

Chrl+alt+P
FEint... Chl+P

Exit Clrl+0

2. Inthe Printer Setup dialog box (shown in on page , set the following values:
Printer — IBM Infoprint 60 on FILE
Orientation — Portrait
Use PDF For —IBM Infoprint 60
Halftone Freq — 170
Resolution — 600
Data — ASCII
Note: ASCIl is recommended for Data; however, the file size will be larger than either
Binary or PC Binary, and it will take longer to RIP.
e Image: Flip Horizontal — not checked
o Image: Flip Vertical — not checked
¢ Image: Invert — not checked
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Printer Setup E

— Printer OK

" Default Printer
Cancel |
[currently Apple Laserwfriter Il HT on LPT1:]

* Specific Printer:
IIBM InfoPrint 60 on FILE:

— Drientation Paper
.. Portrait Size: ILetter j
" Landscape Source: IAutoSeIect Tray j
Usze PDF For: |IBH InfoPrint 60 ;I I~ | Adjusted Screen Values
Halftone Freq.: |1 70 {Ipi) Screen Values
i C: 170 Ipi, 105*
Resolution: |suu (dp1) M: 170 Ipi, 75°
170 Ipi, 907
Data: I,E\S[;" vl K: 170 Ipi, 45°
Image: ™ Flip Horizontal ™ Flip ¥ertical ™ Invert

Baper, Width: I Eaper, Offset: I Bage Gap: I

Figure 25. Printer Setup field values

Click the OK button to save the settings and return to the document.

Click File in the menu bar, and then click Print.
Edit Yiew Stile [tem Page  Utilit

Hew 3
Open... Chl+0
LCloze

Save Clil+5
Save az.. Clrl+ailt+5
Bevert to Saved

et TextFieture,.. [Ctif+E
Sawe Tiewt. . [Ctrl+E

Sawve Page az EPS... Chl+AR+Shift+5
Collect for Output. ..

Document Setup...  Chil+ak+Shift+P

Printer Setup... Clrlat+P
N5
Exit Chil+0 |
In the Print dialog box (shown in Eigure 26]on page B3], set the following values:
Copies — 1
Pages — All

Cover Page — None

Page Sequence — All

Output — Normal

Tiling — Off

Separation — Off

Registration — Off

Include Blank Pages — checked
Collate — not checked

Back to Front — not checked
Spreads — not checked
Thumbnails — not checked

Print Colors as Grays - checked
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Printer: 1BM InfoPrint 60 [FILE:)
Copies: |1 Pages:  All " From: I To: I =
ance |

Cover Page: INune ’I
[ Collate [ Back to Front Setup... |
Page Sequence: IAII 'I
Output: INurmaI 'I
Tiling: OFf hd Dyerlap: |3"
Separation: OFf hd Rlate: IAII Plates 'I

" Spreads [ Thumbnails

Registration: OFf i
Dptions: I7 |Calibrated Dutput DOPL: Ilnclude Images "l
[+ Include Blank Pages i~ :

Figure 26. Print options field values

Click the OK button.
In the Print To File dialog box, click Cancel, for now.

Print To File HE
File name: Folders:
Im d:\xpress

Cancel
=] S dA - 4ESJ
9 wpress Metwork.._ |
(] eficolor
[0 pdi
L] samples
LI (0 tutorial LI
Save file as type: Drives:
IPrinter Files j I =0 d: d_dnive j

Figure 27. Don't print to file, yet!

In the QuarkXPress main window, click Utilities in the menu bar, and then click
IBM Variable Data>Produce Variable Data Job.

Window  Help
I Lheck Speling

Ausiliary Dictionary. ..
Edit Auwilian...

5

|.|.|.|.|.|.|5.|.|.|.|.|.|.|.|6.|.|.|.|.|.

Suaaested Hpphenation.. EilsH
Hyphenation Exceptions. ..

Font Uzage...
Picture Usage...

Tracking Edit...
KEeming Table Edi...

Create VYanable Data Box...
Define Yanable Data Figlds...
Produce Wariable Data Job....
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9. Inthe IBM Variable Data dialog box, note the names of the Document Definition File and
PostScript file. These will be created with the same name as your QuarkXPress file, but with
file extensions of .ddf and .ps.

10. Copy the filename of the PostScript file to the clipboard.

IBM ¥ariable Data will create the following files:

Document Definition File: Ic:\alphaglaphics\alpha31 \wvanable data\vardataquarkigxsam

Post5chnpt File:

Copy and paste the PostScript file name into the Print To File window which follows.

0Ok [ I Cancel | Help |

Figure 28. The names and locations of the files that will be generated

11. Click the OK button.

12. In the Print To File dialog box, paste the name of the PostScript file from the clipboard to the
File name field.

Print To File E E3
File name: Folders:
Ivaldataqualk\qxsample.ps{ d:\xpress R

Cancel |
=] S dA -
3 wpress Network. .. |
(] eficolor
[0 pdi
L] samples
LI (0 tutorial LI
Save file as type: Drives:
IPrinter Files j I =0 d: d_dnive j

Figure 29. Paste the name and location of the generated PostScript file
13. Click the OK button to create the files.

Provide the variable data files for printing

If IBM Infoprint Submit is installed on a different system than QuarkXPress, after the variable data
job is produced you need to transfer the files needed to print the job. The following files must be
available on the Infoprint Submit system:

Variable data input file

e Document definition file (file extension .ddf)

o Master PostScript file (file extension .ps)

e Any text and/or graphic files that may be referenced by the data input file
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Create the variable data job ticket in Infoprint Submit

After the files have been generated from QuarkXPress for a job that will contain variable data, the
job is assembled in Infoprint Submit when you create the job ticket.

To create a job ticket that contains variable data :

1.
2.

4.

Open Infoprint Submit.

In the Infoprint Submit main window, create and enter a name for a new job. (Or, you can
open an existing job. If your job has multiple parts, highlight the part that will contain the
variable data.)

f InfoPrint Submit Job Ticket - Untitled
Ticket Edit ltem Optionz Window Help

blel=| 8lEIo| B8] Blwl«lelsl Qi 49X

[ Untitled Ingzert vanable data _ (O]

Marme VD atallx] Job D |

Dezcription I Copies |1 :I

Custamer I Library kewwords I

S how Diocurment | Shmta i are | Special nstructions. . |
Dacument 1 Layaut | Prirt I Aligr I Lok I .ﬁ.dvancedl

Layout JSimpIe 1-up j
Sides J Simnples j

Figure 30. The Infoprint Submit main window

A
Click the Insert variable data icon Ql in the tool bar.

The Variable Data and Referenced Files tabs are displayed, and a Variable data item is
included in the document list, as shown in Figure 31Jon page pé]

Document 1
& “Wariable data 1

In the Files tab, complete the fields by adding the appropriate files:

e Input file - This may be the name of a single file that contains the variable data to use
with the master PostScript file. This field can also specify a file that lists the names of
other files that contain the variable data.

Notes:
— File types used for the variable input file may vary, but often have an extension of .fil.

— If your variable input file contains the names of other files graphics or text files), click
the Reference Files tab to add the files that contain the actual variable data.

o Document definition file — This file contains instructions for mapping the variable data
from the variable input file to the master file. This file was created when you produced
your variable data job using the QuarkXPress XTensions. The file will have a .ddf
extension.
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e Master documents — This is the main document into which variable data will be added
when the job prints. This file was created when you produced the variable data job in
QuarkXPress. The file will have a .ps extension.

fil InfoPrint Submit Job Ticket - VDataQX.jtk

Ticket Edit Item UOphon: Window Help

olelz| 8zl Bis| elolalelé ale] & x|

[ vDataQx jtk | [O) x|
Name |VDatau><_itk Job 1D |
D escription I Copies |17i|
Customer I Library kewswards I
Showe Document Show More | Special Instructions... |
@ D ocurment 1 ‘ariable Data | Feferenced Files I

@ Wariable data 1

Input file |1 W ariable D ata Py an fil Brawse... |

Dacument definition file IarDataQuark\qxsample. ddf  Browse... |

I aster documents

Figure 31. Specify the variable data input, document definition, and master PostScript files

Print a job containing variable data

After you have created a job ticket that contains variable data, you can print it as you would any
other job.

1. Click Ticket in the menu bar, and then click Submit Job....
Edit [tem Options *

New Ctrl+M
Mew Like... Ctrl+L

Open... Ctrl+00
Claze

Save Ctr+S
Save fz..
Package...

Archive...
Betrieve. ..

Subrnit Job...

Submit [tem... \
Brint Ticket...
Frint Setup...

Erevious Tickets

Exit
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2. Inthe Submit dialog box, select the Printer where you want to send the variable data job.

Submit - ¥DatalX_jtk
Files I Schedulel
Frinter Print Job D IVD atalli<,jtk. 007
Copies |1 jl ™| Pracf, danot aptimize fenmoltiple copies
Stacker IUse server default VI
Files ta print
Item I File ta Print | Date |
“anable data 1 C:\Alphagraphicshalpha3lariable .. 05/26/99 12:20:48
Select Al | BeRIP | UzeRip | Check to Print | Do nat Print |
QK I: I Cancel | Help |

Figure 32. Select the printer and specify the item(s) for printing

3. Be sure the variable data item (and any other items that you want to print) is checked.
— To check the check box for an item, highlight the item and click the Check to Print button.
— To uncheck the check box for an item you do not want to print, highlight the item and click
the Do not Print button.

4. Click the OK button to submit the job for printing.

Note: If your variable data job is lengthy, you may want to print just a portion of the job to verify
that the data is being inserted correctly and uses the correct fonts. You can edit the
variable input file to include only a subset of the variables. When you print, only these
variables will be inserted into pages for the number of copies you specify. If you create
this smaller input file, be sure to include only complete records.
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Printing variable data using Microsoft Word

The following instructions step you through procedures for creating and printing variable data
using Microsoft Word. In this example, you will use Microsoft Word's Mail Merge to create and
include changing names and addresses on each copy of a form letter. Then you will print the
resultant letters using IBM Infoprint Submit.

Note: For you to carry out these procedures, it is assumed that:

e You have general knowledge of computers, Microsoft Windows, and Microsoft Word.

e Microsoft Word is installed on your computer.

e An IBM Infoprint print driver is installed on the system where you are running Microsoft Word.
e IBM Infoprint Submit is installed and configured to communicate with the Infoprint server.

Using Microsoft Word to create a document with variable data

For this example, you will produce and print a file that is made up of multiple copies of a simple
form letter. Each copy of the letter will be individualized to include a unique name and address.
To create the merged letter:

1. Start your Word for Windows application.
2. Inthe Microsoft Word main window, select Tools in the menu bar, and then click Mail Merge.

’E Table ‘Window Help
i "\'7 Speling and Grammar... F7
[ Language 3
‘Word Count, ..
@ AukboSummarize, .
AutoCorreck. .

Track Changes 3
Merge Documents.. .

Protect Document. .,

=] Envelopes and Labels. .. !

Letter Wizard, ..

Macra b
Templates and Add-Ins...

Custormize...

Opkions..,

This opens the Mail Merge Helper dialog box, shown on page P9] This dialog box is your
main interface into Word's mail merge capabilities. From here you can create form letters
and other documents, specify your source data, and merge the data and documents together.
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3. In the Mail Merge Helper dialog box, click the Create button and select Form Letters in the

pulldown menu.

Mail Merge Helper

[ 7] x]

Use this checklist to set up a mail merge. Begin by choosing the Create
| button,

=
] MMain document
Mailing Labels... !

Envelopes. ..

2%

Catalog.

3
Merge the data with the document

Merge... ;

Cancel i

4. Click the New Main Document button to open a blank Word document window for the form
letter you will create.

Microzoft Word (%]

2)

To create the Form letters, you can use the active document window Documentl or a
new document windaw,

Active Window | i

Now specify your variable data source.
The variable data can come from a saved file from another application, such as a Microsoft

Excel spreadsheet, an ASCII comma-delimited text file, or you can create a new data source
here in Word.

Mail Merge Helper

[7]x]

Mail Merge Helper

[7]x]

The next step in setting up the mail merge is to specify a data source.

The next step in setting up the mail merge is to specify a data source.
Choose the Get Data button,

Choose the Get Data button,

=
] EE Main document:

Create ™

Edit ~

Merge bype: Form Letters
Main document: Document2

B
2 Data source

Gek Diaka ™

Create Data Source. ..

Use Address Book,
Header Options...

Close: |

=
] EE Main document:

Create ™

Edit ~

Merge bype: Form Letters
Main document: Document2

B
2 Data source

Gek Diaka ™

Cr OUFCE. ..
Cpen Data Source. ..
Use Address Book, .,

Header Options...

Close: |

or

a. If your data already exists in a saved file, click the Get Data button and select Open Data
Source from the pulldown menu. Then, in the Open Data Source dialog box, locate and
specify the name of the source data file and click the Open button.
or...

b. To create a new data source, click the Get Data button and select Create Data Source

from the pulldown menu.
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In the Create Data Source dialog box, you can specify the field names you need for your
data. The dialog box also provides a brief explanation of how the fields are used.

1) The Field names in header row list contains the default field names for the variable
data. In the list, you can remove fields that aren't needed, and you can use the Add
Field Name button to add new field names that may be required in your document.
In this sample, we've removed all but the Title, FirstName, LastName, Address1,
City, State, and PostalCode fields. We didn't define any additional fields for the
sample form letter.

Create Data Source EHE

A mail merge data source is composed of rows of data, The first row is called the
header row, Each of the columns in the header row begins with a field name.

‘Word provides commonly used field names in the list below, ou can add or remove
figld names ko customize the header row,

Field name: Field pames in header row:

FirstMarne + |

Add Field Name 2 | LastMame
Address1 Mave
City ¥

) State —
Remove Field Mame | PuostalCods LI
M5 Query... | Ok, l Cancel |

2) When you have finished specifying all the fields that will be used in your document,
click the OK button.

3) Inthe Save As dialog box, specify the name and directory under which you want to
save your new data source file, and then click the Save button.

4) In the message box, specify that you want to add records to your data source by
clicking the Edit Data Source button.

Microzoft Word [ %]

The data source you just created contains no data records, ou can add new records
o your data source by choosing the Edit Data Source button, or add merge fields to
wour main document by choosing the Edit Main Document button,

[ Dok Saurce Edt Main Document |

5) Inthe Data Form dialog box, enter the corresponding data for each field. Complete
this information for each record that will be merged into the form letter. The Record:
field, at the bottom of the dialog box, indicates which record is displayed. Click the
Add New button to bring up and enter the data for each consecutive record.

Data Form [21x]
Title: . ﬂ oK E_I
Firsthame: James add New |
LastMame: Holan
Addresst: 1234 Tnwood Hill Park &I
City: Fernville Restare |

5 Wk
State: Eind... |
PostalCode: 10001
View Source |
I-]
Record: I<| 4 Elz kM

6) When you have finished entering all of the source data, click the OK button.

6. Now design the form letter.
In the Microsoft Word main window again, select Tools in the menu bar, and then click
Mail Merge.

7. Under Main document in the Mail Merge Helper dialog box, click the Edit button and select
Form Letter: Documentn. Format and compose the form letter with fonts, body, and
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message text, so that you end up with a letter similar to the following example. Do not enter
the variable field names manually. Add the variable fields as instructed in step E

Mail Merge Helper EHE

The main document and data source are now avalable, Choose the
appropriate Edit button ko work on either one.,

=
] MMain document

Create =

Merge type: Form Letters
Main document: E:\alphagraphicsiMergeiSample. doc

2 Data source

Get Data ™ Edit ™
Data: E...\CreateSource.doc

3
Merge the data with the document

Merge... I Query Options. .. I

Options in effect:
Suppress Blank Lines in Addresses
Merge ko new document

Cancel |

To add a variable field, move your cursor to the position in the letter where you want the field
to be inserted. Then click the Insert Merge Field button and select the name of the field to
be inserted at that position. The dropdown menu lists all of the fields that were specified in
step Repeat this for the remainder of the fields, inserting each field into its appropriate
position in the letter.

“ Insert Merge Field » | Insert Word Field - 4 4 |1 | P M |||3/§E| ES %|% ‘

Title R O
Firstiarme ; : ; ; :

Lo
REC

3 RN 5

LastMame
Addressl
City

| ST T T i

Tuesday, Sey

Dear ¢Tile: «Lastames,

e need the following information to be sure that our records remain current and comet
that you currently reside at the following address:

wAddressts
«Citys, «States |

If the address is incorrect, please make the necessary comections and retum this in

enclosed, postage-paid envelope.

When you have finished composing the form letter and have added all of the variable fields,
click Tools in the menu bar, and then click Mail Merge to open the Mail Merge Helper dialog
box again. You are now going to merge the form letter with the source data.
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10. In the Mail Merge Helper dialog box click the Merge... button.

Mail Merge Helper EHE

The main document and data source are ready ko merge, Choose the Merge
button to complete the merge.

=
] MMain document

Create ™ Edit ~

Merge type: Form Letters
Main document: E:\alphagraphicsiMergeiSample. doc

2 Data source

Get Data ™ Edit ™
Data: E...\CreateSource.doc

3
Merge the data with the document

Query Options. .. I
Options in effect:

Suppress Blank Lines in Addresses
Merge ko new document

Cancel |

11. In the Merge dialog box, be sure that New Document is specified in the Merge to: field, and

12.

then click the Merge button.

Merge

Merge ta:

TEMEEIET—— - | setp... | —

~Records to be merged I |
&al ) From: | To: | Check Errors... |

Cuery Oplions. .. |

~When merging record:
" Don't print blank lines when data Fields are empty.
" print blank lines when data Fields are empty.

Mo query options have been set,

When the merge is completed, a new Word document will be displayed, including all of your
merged data. The document will contain the same number of pages (in this case, individual
form letters) as records you entered in step EE]

Click File in the menu bar, and then click Save As... to save the merged file under the name

and directory that you want.

Dear hir. Molan,

Tuesday, !

We need the fallowing information o be sure that our records remain current and cor
that you currently reside at the following addraess:

1234 Inwood Hil Park
Femvile, MYy 10001

If the address is incorrect, please make the necessary comections and retum this

enclosed, postage-paid envelope.

13. To create the PostScript file needed to print this document using your Infoprint system, click

File in the menu bar, and then click Print...
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14. In the Print dialog box:
e  Specify the name of your IBM Infoprint 60 printer
e C(Click the OK button.

Print ﬂ E
rPrinter
Marne: | <56 18M InfoPrint 60 x| Praperties |
Status: Idle
Type: IBM InfoPrint 60
Where: FILE:
Carnrnent:
Page range opie:
@Al Mumnber of copies: |1 5‘
o Current page € Selection
v Collate

" Pages: I Hq 11 v
I b
Enter page numbers and/or page ranges

separated by commas. For example, 1,3,5-12

Print what: IDocument j Prink: IAII pages in range j
Options. .. QK -, I Close |

15. In the Print to File dialog box:
e Inthe Save in: field, specify a location for the output PostScript file. The file needs to be
stored in a location where it can be accessed from Infoprint Submit.
¢ Inthe File name: field, specify a name for the PostScript file, giving it a file type or
extension of ps.
e Inthe Save as type: field, specify All Files (*.*).

e Click the OK button.
Print to file H B3

Save in: ||:| Prink j g! I-E-E«
OKE I

File name: IExampIel .ps ;I

Save as bype: IAII Files (*.*) j
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Printing the form letters
To print the merged form letters:

1. Open Infoprint Submit.
2. In the main Infoprint Submit window:
e C(Click Item in the menu bar, and then click Insert File....
In the Select Files dialog box, locate and specify the PostScript file for the form letters
you just created.
Options  Help

Ingert ﬂardcog

Ingert Library File. ..
[sert Yanatle Data

Wi
Freflight

Add Document

e Enter a name and Job ID for this print job, and specify the number of copies you want
printed.

ﬂ InfoPrint Submit Job Ticket - Examplel_jtk M= E3
Ticket Edit |tem DOption: ‘wWindow Help

8lzlo| BB plle|s] D@ ##x]

B Examplel.jtk =1

Marne |E=amplel. jtk Job D
Diescription |Example - printing wanable data Copies ‘ID— ﬁ
Customer I Library keywords I
Show Document | Shothd are | Special Instructions. .. |

Lapaut | Print I Align I Laak I Advancedl

Layout JSimpIe 1-up j
Sides JSimpIex -

Usze form definition I

Finishing J Use server default j

R

Shia Biach: |

For Help, press F1 i

e Specify any of the Layout, Print, Align, Look, and Advanced options that you want to use
for this job. For this example, since we're only printing a few copies of a letter, we
specified a Simple 1-up layout, and printed it Simplex. We accepted the default for all
other options.
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3. Click Ticket in the menu bar, and then click Submit Job....

& Edit [temn Options

Clrl+H
Mew Like... Ctel+L
Open... Ctrl+0
Cloze
Save Ctrl+5
Save bz
Package...
Archive. ..
Betrieve. ..
Subrit Jab.. | Ctrl+P
Subrit Jtern...
Print Ticket...
Print Setup...

Frevious Tickets

Exit

4. In the Submit dialog box, specify the printer where you want to output the form letters, and
any other options you want to use for Files or Schedule.

Submit - Examplel _jtk EE
Files: IScheduIel
Printer INewPrt-IBM-Sewer vl Pritt Job |D IERDD‘I_Dm
Copies to print |1 i] 3:
= Froafl domot aptimize fon mulbiple copies
Stacker IUse server default j
Files to print
Item | File to Print | Date
Example1.ps CAPrintsExampl...  ‘wWednesday, September [
Select Al |
Check to Print I
Lic Mot Print |
BeRIF |
UzeRip
q =
0K [_\‘ I Cancel | Help |

5. Click the OK button to submit the job for printing.
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