Chapter 18: Send to MS Office

Introduction

The Send to MS function under the Export menu allows you to export the
current analysis to a MS Word or MS Excel file with a pre-defined
template. This chapter will discuss the following:

X/
°

Export an analysis to a predefined Word template from TOPS
Export an analysis to a predefined Excel template from TOPS
Create a new Word template for use with TOPS data
Create a new Excel template for use with TOPS data

X/ X/
L XA X4

e
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MS Office Templates

TOPS Pro comes with Word and Excel templates pre-formatted to
display graphics and statistics from a TOPS analysis. These templates
contain special bookmarks (for Word) and field names (for Excel) to
refer different data from the analysis. Please refer to Appendix G for a
list of bookmarks and field names used for Word and Excel respectively.

The MS Office templates for TOPS are saved in the
\TOPSAPPS\TOPSPro\msword\ folder and can be easily modified to
display data in the desired format. You can also design new templates
from an existing document and apply relevant bookmarks or field names
at the corresponding locations.

For any newly created templates, they have to be saved in the same folder
as referenced above in order for TOPS to display them as selection in the
Send to Select template to export dialog box.
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Export to MS Word

In this example, we will use sample analysis Cookies(Boxed and
Palletized) to illustrate the send to MS Office function. Go to the File

menu and select Open.

1. At the Open Analysis dialog box, select Cookies(Boxed and
Palletized) under the Approved section of list in the Main Folder and

click on OK.

2. The saved analysis will be opened as pictured below.
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3. Go to the Export menu and select Send to MS Office or click on the
icon on the tool bar. This opens the Select template to export

dialog box as pictured below.

Select template to export

Template oK I

IC:\BI]I]\TOPSAPPS\TO PSPro\MSWord\

J Cancel |
Templates Template ltems

Blank.dot | |
SuperTOPS.dot i
XMLWord dot View
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=/ Double Stack [©| Assembly
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4. Highlight XMLWord.dot and click on OK.
5. TOPS will instruct your system to open MS Word.

Note: You might see a security warning as shown below depending
on the security setting in your MS Word.

Security Warning il

"CHe00\ TOPSAPPS, TOPSProlMaWordlMLWord. dot” contains macros,

Macros may conkain viruses, It is usually safe to disable macros, but if the
macras are legitimate, waou might lose some Functionality,

{ Disable Macros I Enable Macros | More Info I

6. Click on Enable Macros if you see the above message to proceed with
data export from TOPS to Word.

7. MS Word will start placing different data at assigned locations and
when done, you’ll see a three page document as pictured below.
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8. Save the document as desired using Word’s File, Saved as function.

Note: To enable Macros in MS Word 2007, please follow these steps:

{Dn
1. Click the Microsoft Office Button ", and then click on Word Options.
2. Click Trust Center, click Trust Center Settings, and then click Macro Settings.

3. Click Enable all macros.
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Export to MS Excel

In this example, we will again, use sample analysis Cookies(Boxed and
Palletized) to illustrate the send to MS Office function.

1. Go to the File menu and select Open.

2. At the Open Analysis dialog box, select Cookies(Boxed and
Palletized) in the Main Folder and click on OK.

3. The saved analysis will be opened.

4. Go to the Export menu and select Send to MS Office or click on the

& icon on the Tool Bar. This opens the Select template to export
dialog box as pictured below.
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5. Highlight TOPSSampleTemplate.xlIs and click on OK.
6. TOPS will instruct your system to open MS Excel.

7. MS Excel will start placing different data at assigned locations and
when done, you’ll see a worksheet with the following layout.
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8. Save the document as desired using Excel’s File, Saved as function.
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Create a Custom Word Template

To create a custom Word template for TOPS Pro, these are the steps you
should follow:

X/
°

Copy an existing Word template from TOPS system
Format the document to the report format as desired

Place data and graphic using TOPS bookmarks in corresponding
locations

++ Save the document as a Word template in
\TOPSAPPS\TOPSPro\msword folder

X/
°

e

S

Followed are the instructions in more detail:

Copy Blank.dot to MyTemplate.dot

1. Right click on the My Computer icon on your desktop and select
Explore on the pop-up menu.

2. Navigate to the folder where document templates for TOPS Pro were
installed (normally \PROGRAM FILES\TOPSAPPS\TOPSPRO\msword\
folder) as pictured below.

-ioix
J File Edit ‘iew Favorites Tools  Help | #
J o Back - ) - ;i | ' Search | “7 Folders | E"
| address | c:16001TOPSAPPS TOPSPro\msword - Be
Folders X | _Mame <« | Size | Type | Date Madified |
= e ;I lﬂgBlank.dot 498 KB Microsoft Word Template 3/16/2009 1255 PM
3 DATA @SuperTOPS.dot 497 KB Microsoft Word Template 3/16/2009 12:54 PM
2 images leTemplate, xls 146 KB  Microsoft Excel Worksheet  §/24/2009 4:46 PM
S S68KE  Microsoft Word Template 3/16/2009 12:53 PM
|20 language
) msword
1) out
72 pict hd
K il
|4 ohjects {Disk free space: 34,9 GE) |1 .66 MB | _J My Computer 4

3. Right click on the document Blank.dot and select Copy at the pop-up
dialog box.

4. With the mouse button anywhere in the folder list, right click the
mouse button and select Copy at the pop-up dialog box as pictured
below.
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| address [ csooiToRsAPPSiTOPSPrO|msword | Bae
Falders ¥ | Name = | Sizel Twpe | Date Maodified |
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5. A new file call Copy of Blank.dot will be created.

6. Right click on the new file Copy of Blank.dot and select rename at
the pop-up dialog box.

7. When the filename is highlighted, edit the text to “MyTemplate.dot”
and press Enter on the keyboard.

We have just created a new blank template file named MyTemplate.dot in
the \TOPSAPPS\TOPSPro\msword\ folder.

Format the Template

In this illustration, we are using Word 2003 and references are also
provided for Word 2007. If you are using other versions of Word, please
use the corresponding commands.

1. Right click the file MyTemplate.dot and select Open in the pop-up
menu to open it in Word.

Note: Make sure that you open the dot file as instructed or directly

from within Word. Double clicking a dot file would only create a
new document file based on the dot file but not opening the dot

file.

2. Click on Enable Macros to use macros created for the template file.
You will see a new blank document opened in Word.

3. Note that there is a new menu item “Tops” in the Menu Bar and when
clicked on gives the option Tops Bookmark as pictured on the next

page.
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In Word 2007, you will find “Tops” under the “Add-Ins” menu.
Click on this menu and then click on the drop down arrow next to
“Tops” to view the defined bookmarks.

Oa H9-u |E| [ 4 | = Documentd [Compatibility Mode] - Microsoft Word -8Xx

N m—
Home Insert Page Layout References Mailings Review View Developer Add-Ins ‘ @

SaveAs GoldMine Template  About GoldMineLink
Idhline Template
Save As GoldMine Field
Menu Commands

3-:---1---:--%-:---%--:-?------%--:-a-
|

4. Format the new Word report as needed. In the sample report below,
the different areas contain statistics and images from TOPS as
pictured below.
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O MyTemplate.dot (Preview) - Microsoft Word =] |
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Add Tops Bookmarks

To add the graphics and statistics in the marked area, we will use the
Tops Bookmarks saved in this word template file. A list of Tops
bookmarks is available in Appendix G.

Before adding the bookmarks, please make sure bookmarks (1) are
visible within Word. Go to Word’s Tools menu and select Options...,
make sure the Bookmarks check box under the View tab is checked as
pictured below. Click on OK to save the setting.

options________ 2 x|

Speling & Grammar | Track Changes I User Information | Compatibility
Asian Typography I File: Locations
Wigw General I Edit | Print | Save I Security
Show
[~ Startup TaskPane ¥ Smart tags [V windows in Taskbar
[¥ Highligh W animated text [~ Field codes
IV i v Harizonkal scrall bar Figld shading:
[V Status ba v vertical scroll bar IWhen selected vI
V¥ ScreenTips [" Picture placeholders

ilin]
In World 2007, click the Microsoft Office button “* and then click on
Word Options. Click Advanced and then scroll down to the Show
document content section and check “Show Bookmarks”.

Word Options x|
Popular ¥ Show Paste Options buttons ;I
V Use smart cut and paste (i Settings... |
Display —
Proofing Show document content
Save r Show background colors and images in Print Layout view J
[ show text wrapped within the document window

Typography
r Show picture placeholders
Advanced [¥ sShow drawings and text boxes on screen
¥ show text animation

I v Show bookmarks
Add-Ins [rd

Customize

Show Smart Tags

In this example, we will add the following bookmarks in the highlighted
areas of the report as shown on the previous page:

X/
°e

Area 1: Shipcase length in inches (STATS_SHIPPER_LEN)

Area 2: Shipcase cube in cubic inches (STATS_SHIPPER_CUBE)
Area 3: Number of shipcase per layer (STATS_UL_PER_LAYER)
Area 4: Unitload 3D view (IMAGE_UL_SINGLE_STACK_3D)

Area 5: Intermediate Pack 3D view (IMAGE_IP_SINGLE_STACK_3D)

X/ X/ X/
L X X X4

X/
L X4

18-8 TOPS Pro (Version 6.X) User Guide



1. To insert Shipcase length in inches, click in the area marked @, go to
Tops menu and click on Tops Bookmarks. The Tops Bookmarks
dialog box, as pictured below, appears.

=
Bookmarks add |
IIM.C\GE_PROD_F'OPTOP_SD j e |
T Tops Bookmatks | cota |
Product Poptop 3D Image

Note that you can also check the Show All bookmarks option in this
dialog box to show added bookmarks in the document.

2. Click on the drop-down list, scroll though the list and highlight
STAT_SHIPPER_LEN; click on the Add button as pictured below.

=
File Edit ‘iew Insert Format  Tools Table ‘Window Help  Tops Type a question for help « X
DEEHSISRAIVE BRI 9-0-BHEAREB @ 0 - @Gk JinE
Elﬂ-‘-'--ﬂi------2,&"---3----E4-‘-'-E-s---"-ﬂs--"-‘%
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Shipping Information

] Tops Bookmarks x|
Customer: Customer Order No.
- Bookmarks add | |
STATS_SHIPPER_LEN -
= = J Delete |

- STATS_IPACK_LAYER_PER_LOAD -
il - - :l Goto | |

. =y
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- (inchimm) | (inchimm)/| (in | STATS_SHIPPER_LEN METRIC_OUTSIDE
- - _| STATS_SHIPPER_LEM_METRIC_CM OUTSLY 1
- English / Sales Uit
- Sales Unit
- Metric / Units Per Shipper
L
. English / Shipper per Layer
P Bundle =
i Metric / Layers per Pallet .
L - ¥ -
- English | Units per Pallet @
- Shipper ——— i s ¥
E =] | |

3. The text cursor (| ) now changes to a bookmark indicator ( 1) in the
highlighted above.

4. Now select bookmark STATS_SHIPPER_CUBE from the list, click on
the Shipper Cube field, area ® and click on the Add button in the
TOPS Bookmarks dialog to add the bookmark.
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To add shipper per unitload layer, select STATS_UL_PER_LAYER
from the list, click on the area as pictured below and click on the Add
button in the TOPS Bookmarks dialog to add the bookmark.
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To add the intermediate pack 3D graphic, select
IMAGE_IP_SINGLE_STACK 3D from the list, click on the area as
pictured below and click on the Add button in the TOPS Bookmarks

dialog to add the bookmark.
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@ MyTemplate.dot - Microsoft Word =
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To add the unitload 3D

graphic, select

IMAGE_UL_SINGLE_STACK_3D from the list, click on the area as
pictured below and click on the Add button in the TOPS Bookmarks
dialog to add the bookmark.

@ MyTemplate.dot - Microsoft Word =

© Fle Edt Wiew Insert Format  Tools
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After all 5 bookmarks have been added, go to Word’s File menu and

select Save to save the changes to the MyTemplate.dot file. Exit MS

Word. This template is

now ready for use in TOPS.

Now go back to TOPS Pro, with the current analysis Cookies(Boxed

and Palletized) still open, go to the Export menu and select Export to

Chapter 18: Send to MS Office
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10.
11.

MS Office. You should now see the MyTemplate.dot under the list of

available Templates.

Highlight MyTemplate.dot and click on OK.

MS Word will open with the Security Warning message. Click on
Enable Macros and a new document using the selected template will
be open as pictured on the next page.

Note the five areas we have bookmarked are now populated with the
corresponding data and graphics.

[E Documenti {Preview) - Microsoft Word
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Tips on Using Bookmarks in MS Word

1. The TOPS menu on Word’s menu bar or under its Add-Ins menu is
only available when you open the template file in the
\TOPSAPPS\TOPSPro\msword\ but not a word document based on
the TOPS template file.

2. If you want to review an assigned bookmark in a Word template, go
to Tops menu and open Tops Bookmarks. Place the text cursor next
to the bookmark, the Tops Bookmarks dialog box will display the
name of the bookmark.

3. To delete an assigned bookmark, follow tip #2 above and then click
on the Delete button. The bookmark cursor (1) will be removed.

4. The state of the Add, Delete and Goto buttons — active or being
grayed out — gives you the hint if the selected bookmark has been
assigned in the template.

«* When the Add button is active - the selection has not been
bookmarked

o,

% When the Add button is inactive (gray out), the selected
bookmark exists in the current document. Click on the Goto
button to bring the text cursor to the selected bookmark, then
click on the Delete button should you want to remove the
bookmark.
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Create a Custom Excel Template

In MS Excel, TOPS data, including both images and statistics, are placed
into designated cells defined by Range Names. These names are similar
to bookmarks in MS Word and given cell references for placement of
different data.

The TOPSSampleTemplate.xlIs provided with TOPS contains defined
names for most statistics and most 3D images from different stages of a
TOPS analysis. The easiest way is to adapt this template and redefine the
cell reference for data placement.

Please follow these instructions to create a custom Excel template.

++ Save a copy of the TOPSSampleTemplate.xls to a new file and make
sure it is saved in the \TOPSAPPS\TOPSPRO\msword\ folder

% Change the layout of the worksheet as desired
% Change the cell reference of the Range Names

Create & Format a New Worksheet in Excel Template

1. Open Excel, browse to the folder \TOPSAPPS\TOPSPRO\msowrd\
and open TOPSSampleTemplate.xls as pictured below.

B Microsoft Excel - New TOPS Template.xls — 1ol x|
-8 X

Ed) Fle Edit ¥ew Insert Format Jools Data  Window Help  AdobePDF  Tops Type & question For help =

DESHO S FIR e % - @ verdna -w - B s U EEEEs % o W@ BIEE O

A -

- -
IR s 8 )
PPOUT_LEN = #
—— [ B I [ [ 5] [ E [ F [ G | H [ I —
. =
2 [INPUT
g
4 [Primary Pack [Intermediate Pack Shipcase u
5 Length |™& Length Length
g | Width Width width
ER Height Height Height
[ g | Dim ¥ert Dim ¥ert Dim Vert
[ | Net Wt Net Wgt Net Wt
| Gross Gross Gross
10 wat wat wot
|11
1z
13 [OUTPUT
14 [Primary Pack Intermediate Pack Shipcase u
15
16
|17
|18
|19
|20
|21
| 22|
| 23
24
25 Cube
26 Area Eff
27 Cubic Eff
28 Cases Per Layer)
Layers Per Load
Pattern
RSC Area
Count]
| 33 hd
H 4 » H[\Output (K] | ﬂJJ
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The circled area is called is the Name Box and displays any name
defined for the active cell (C5 in this example on the previous page).

If you click the drop down triangle next to the Name Box, you will
see a list of names defined in the current workbook. When you click
on any of these names, Excel will go to the cell or cell range where
the name is referenced. For example, the name
IMAGE_SC_POPTOP_3D refers to the cell G15 which has been
merged to two columns on its right and nine rows beneath it.

EMicrnsoft Excel - New TOPS Template.xls =] |
IE_] Eile Edit Wiew Insert Formst  Tools Data  Window Help AdobePDF  Tops Type aquestionforhelp = o & X
NESHS & TR - 5 Verdana -0 - [ u 3 % o+ W EE i'é'i'ﬁ
Aa abl [ = |F © |CHER | B
POPTOP 3D #e

IMAGE_IP_POF 4| e ] c I D [ T

IMAGE PROD

_n
o}
=

migg:[l\[:gm Intermediate Pack Shipcase w

Length Length Length
IP_AREASFF Width Width width
IP_CASESPERL Helght Helght Helght
IP_COUNT 9 19 s
P CUBICEFF Dim Yert Dim Yert Dim Yert
| DIMVERT Net Wgt Net Wqt Net Wgt
N Gross Gross Gross
:E:LGJEY?ESRSSPEF— Yot Yot wot
IP_NAME
1P HET
IP_PATTERN K
IP_RSCAREA
IPOUT_CUBE
IFOUT_HGT
IPOUT_LEM
IPOUT_WID
FP_AREAEFF

Intermediate Pack [Shipcase [T]]

PP_CASESPEFR
PP_COUNT
PP_CUBICEFF
PP_DIMVERT
PP_GROSS
PP_LAYERSPE Cube
FP_MAME rea Eff
PP_MNET Ebit Eff
~[Layer
A R orsptr Load

30 Pattern
31 RSC Area
3z Count]

33 -
M 4 » M[\Dutput / |41 | |

Ready NUM p

2. Go to File menu, select Save As and enter “New TOPS Template.xIs”
in the File name field and click on the Save Button to save the sample
template under the new name.

3. Now insert a new worksheet in current workbook by going to the
Insert menu and then select Worksheet. A new worksheet called
Sheet2 will be added.

4. Go to Sheet2 and create the report layout as desired. An example
similar to the one created in MS Word example is pictured on the
next page.
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Microsoft Excel - New TOPS Template.xls -10] x|
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Assign New Cell References

In this illustration, we are using Excel 2003. If you are using another
versions of Word, please use the corresponding commands. There are
two ways to assign new cell reference to defined names:

+«+ Go to the Insert menu, select Name and then Define. Change the cell
reference to the new worksheet and new cell.

% Drag and drop existing cell content from the existing worksheet
(Output) to the new worksheet (Sheet?2).

Note: The source and target cell need to be of the same dimension.
Note: To drag across worksheet, bring the mouse cursor to the
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worksheet tabs and press the [Alt] key to highlight the new
worksheet, release the [Alt] key when you are in the new worksheet.
You will need to keep the left mouse button pressed all this time with
the cell content until you reach the destination cell in the new
worksheet.

Note: When using the drag-and-drop method, any cell formatting
will also be brought over to the new cell.

We will illustrate the first method of changing cell reference using the
menu function. In this example, we will add the following in the
highlighted areas of the report as shown on the previous page:

Area 1 (cell B21): Intermediate Pack pop top 3D view
(IMAGE_IP_POPTOP_3D)

Area 2 (cell G21): Unitload 3D view
(IMAGE_UL_SINGLE_STACK_3D)

Area 3 (cell C16): Shipcase outside length dimension (SCOUT_LEN)

Area 4 (cell H16): Number of shipcase per layer
(UL_CASESPERLAYER)

Area 5 (cell H17): Number of shipcase layer per pallet
(UL_LAYERSPERLOAD)

Go to Insert menu, select Name and then Define, the Define Name
dialog box appears as pictured below.

=
Mames in workbaook:

o |
DTIP_GROSS f’
DTIP_MAME Close
DTIP_MET
DTIF_RANGEL add |
DTIP_RANGEZ =
DTIF_YALUEL
DTIF_vALUEZ 4IQE|EE
DTIP_YALUES
DTIP_vALUE+
DTIF_YALUES d|
Refers ta:
|=sheetz1$Bg21 EY|

Scroll down the list until you see IMAGE_IP_POPTOP_3D. The
Refers to: field shows “=Output!$D$15” — the cell reference in the
existing sample worksheet.

With the name highlighted, change the reference field to
“=Sheet2!$B$21” as pictured on the next page and click on the Add
button.
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Mames in workbook:

IMAGE_IP_POPTOP_SD

DTULOUT_HGT |
DTULOUT_LEM

DTULOUT WID

IMAGE TP POPTOP 30

IMAGE_PROD_SINGLE_STACK_3D —
IMAGE_SC_POPTOP_3D

IMAGE_T¥_SINGLE_STACK_3D
IMAGE_UL_DOUBLE_STACK_3D

IMAGE_UL_SINGLE _STACK_3D

IP_AREAEFF Jd|

Refers ta:

|=sheetz1sag21

4. Next, highlight IMAGE_UL_SINGLE_STACK_3D and change the
reference to “=Sheet2!$G$21” and click on the Add button.

Mames in workbook:

IMAGE_UL_SINGLE_STACK_3D

DTULOUT_HET ]
DTULOUT_LEN

DTULOUT_WID

IMAGE_IP_PORTOR_3D

IMAGE_PROD_SIMGLE_STACK_3D —
IMAGE_SC_POPTOR_3D

IMAGE_TY_SINGLE_STACK_3D

IMAGE UL DOLBLE STACK 3D

IMAGE UL SINGLE STACK 300
IP_AREAEFF fid|

Refers to:

|=sheetzisasz1

To assign new reference to shipcase length, select SCOUT_LEN from

the list and change the cell reference to “=Sheet2!$C$16” and click

on the Add button.

Mames in workbook:

I

SCOUT_LEM

OK

SCIN_LEM =
SCIN_WID L
SCOUT_CUEE

SCOUT HET

LSCOUITLER
SCOUT_WID
STPR_MET
STSCIN_LEN
TV_AREAEFF
TV_CASESPERLAYER |

L

Refers to:

Close
A

Delete

|=sheetzigcs16

| ke

Repeat the step and assign UL_CASESPERLAYER to cell Sheet2!$H$16

and UL_LAYERSPERLOAD to cell Sheet2!$H$17 respectively.

Palletized).

Save the workbook and exit MS Excel.

Click Ok to close the Define Name dialog box.

Now, go back to TOPS Pro and open analysis “Cookies (Boxed and
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10. Click on the Send to Excel icon P& on the tool bar to open the Select
template to export dialog as pictured below.

Select template to export

Template

X
0K I
J Cancel |
[

View
’7(3' 30 ¢ Plan ¢ Side ' Front ‘

IC:\BI]I]\TO PSAPPSATOPSPro\MSWordy

Templates Template tems

New TOPS Template xlg IPruduct

TOPSSampleTemplate.:

Bookmarks
I~ Poptop ¥ Single Stack

" Double Stack [T| Assembly
I~ Exploded

11.
12.

Select New TOPS Template.xls and click on the OK button.

MS Excel will open displaying the contents of the Output worksheet
in the workbook. Click on the Sheet2 tab to view the new populated
report as pictured below.

E} Microsoft Excel - New TOPS Template.xls
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37 and slipsheet {1 pound) as applicable.
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Tips on Using TOPS Templates in MS Excel

1. Make sure the Excel template is saved in the
\TOPSAPPS\TOPSPro\msword\ folder in order to appear in the
template list in TOPS Pro.

2. You can hide the Output worksheet from the workbook so it will
show your report on Sheet2 right away. To do so, click the tab
“Output” to make it active, then go to Format menu, select Sheet and
then Hide.

3. The Name Box shows all Names used in the current workbook. To
view all available defined names, including those with no reference,
you’ll need to go to the Inset menu, select Name and then Define.

4. Do not delete any Defined Names in the workbook.

5. If you need images that are not currently defined, please contact
TOPS technical support.

18-20 TOPS Pro (Version 6.X) User Guide



