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2 Disclaimer

The actual version of this product (document) is available as is. TEC-IT declines all warranties
which go beyond applicable rights. The licensee (or reader) bears all risks that might take place
during the use of the system (the documentation). TEC-IT and its contractual partner cannot be
penalized for direct and indirect damages or losses (this includes non-restrictive, damages through
loss of revenues, constriction in the exercise of business, loss of business information or any kind of
commercial loss), which is caused by use or inability to use the product (documentation), although
the possibility of such damage was pointed out by TEC-IT.

% We reserve all rights to this document and the information contained therein. Reproduction,
use or disclosure to third parties without express authority is strictly forbidden.

B Fur dieses Dokument und den darin dargestelliten Gegenstand behalten wir uns alle Rechte
vor. Vervielfaltigung, Bekanntgabe an Dritte oder Verwendung aufRerhalb des vereinbarten
Zweckes sind nicht gestattet.

© 1998-2011
TEC-IT Datenverarbeitung GmbH
Hans-Wagnerstr. 6

A-4400 Austria

t.: +43 (0)7252 72720

f.. +43 (0)7252 72720 77
http://www.tec-it.com
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3 Introduction

3.1 What is TBarCode Office?

TBarCode Office is a barcode add-in which integrates seamlessly into Microsoft® Word® and
Microsoft® Excel®. Microsoft Office 2007 and Microsoft Office 2010 are supported.

This add-in allows you to insert all barcode symbologies into Word documents and Excel workbooks
with just a few clicks. In addition, TBarCode Office supports the creation of mailings, bar-code
labels and serial letters by embedding mail merge fields" directly into bar codes.

Thanks to the intuitive user interface this barcode add-in is very easy to use. Programming skills
are not needed.

TBarCode Office supports more than 100 different barcode variants. Among them are linear and
2D symbologies like Codel28, Code39, GS1/EAN, UPC, GS1/EAN-128, Data Matrix, QR Code,
PDF417, Aztec Code and GS1 DataBar (RSS).

The generated barcodes can be printed with all printers. The bar codes are created in the highest
possible quality. Additional printer extensions or barcode fonts are not required.

TBarCode Office uses the Microsoft® ActiveX® compliant barcode component TBarCode OCX,
which is installed automatically as part of the setup. This component can be used by VBA
programmers as well.

3.2 Scope of this Document

This document concentrates on the use of TBarCode Office.

The first part of this document explains how to insert barcodes in normal documents and
spreadsheets as well as in mailings or serial letters. The integration of barcodes by using the
mailings feature is explained with an example. Then we focus on the user interface of the
TBarCode Office Add-In. For this, we introduce the TBarCode Office panel for Word and Excel in
detail.

The second part of this document describes all available barcode properties, which can be adjusted
in the property dialogs.

3.3 Restrictions of the Demo Version
In the demo version the barcodes will be drawn with a demo-hi nt . That means t

or t he wwhteaiscemoii drasvn partially over the barcode. Usually the demo-hint does not
influence the readability of the barcode in a negative way.

3 In special cases (e.g. very small or high-resolution barcodes) you may want to test the pro-
duct without restrictions. To obtain a free temporary license key contact sales@tec-
it.com.

3 For enabling the full-featured version (without the demo hints) you can obtain a license key
from TEC-IT (http://www.tec-it.com/order/).

3 For more information on licensing TBarCode Office, please refer to chapter 8.

! For more information on mailings, please refer to chapter 6.2.
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4 |nstallation

4.1 Requirements

TBarCode Office installs on 32 bit and on 64 bit systems. The following operating systems are
supported:

Microsoft Windows 7

Microsoft Windows Server 2008
Microsoft Windows Vista
Microsoft Windows Server 2003

Microsoft Windows XP
(SP2 or higher, PIA is required i see http://tec-it.blogspot.com/2010/05/using-word-2007-
barcode-add-in-on.html)

v > D D> >

TBarCode Office can be used with the following Microsoft Office versions:

A Microsoft Office 2007
A Microsoft Office 2010 (32 bit and 64 bit)

4.2 Download and Setup

Download TBarCode Office from http://www.tec-it.com/Download 3 TBarCode Office and execute
the setup application.

3 Note: For installing TBarCode Office administrative rights are required!
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5 User Interface

This chapter will give you an overview of the TBarCode Office user interface.

5.1

511

TBarCode Office for Microsoft Word

Activating the Barcode Panel

To activate or open the task pane, switch to the Add-Ins tab i and then click on the panel button ¢ .
The TBarCode Office panel £ appears immediately on the right side of the document.

Cin )
)

H9-u 5

Home Insert Page Layout

(B8 Insert Barcade

B TEC T website

TBarCode
Panel EHE‘D

Barcode

@

Mailings Review View Developer Add-Ins

|||||I||||||||||||| |||| ||I|| . ®
ABCabc

% | TBarCode Office £ v x
General
Barcode Type

Templates™1
Code 128 - v

Barcode Data

Insert Merge Field... -

Size in mm
Width Height
84,032 18,050

Fit into Bounding Box
Module Width (auta)

Advanced Settings. .. 4
Copy Barcode to Clipboard 2

I Insert Barcode 3

Options.__ ’
License... “

Page: 1 of 1 | Words: 0 | Qﬁ’ German (Austria) | &= |

— | etA

Figure 1: TBarCode Office User Interface in Word

51.2

TBarCode Office Panel

In the TBarCode Office panel £ you make all your adjustments for the barcode to be encoded.

Options

Description

-

Templates

Temp | a opensa list of barcode templates. With these pre-defined settings it is
easy to generate barcodes which comply with common barcode standards. The
settings from the template are applied to the barcode. See section 5.3.1 Templates.

Barcode Symbology

Select the barcode type from the menu list.

® Barcode Data Enter the data for the barcode in the field Barcode Data.

~ Insert Merge Fieldé The button | nser t Me rafjosvs yeu te insérté merge fields into the barcode
data. (see section 6.2.).

°  Barcode Size Adjust the appearance of the barcode by using the fields Width, Height and Module
Width. By clicking on the measure unit next to Size in you can toggle between
millimeters and mils (a mil is one thousandth of an inch: 0.0254 millimeters).

+ Advanced Settingsé Advanced S is tused fog adfusting additional parameters like bar-width

reduction or font and color settings. For further information see chapter 7.

Copy Barcode To Clipboard

Copy Barcode to Clipboard + copies the image of the currently selected barcode into
the clipboard.
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3 Insert Barcode

The button Insert Barcode inserts a barcode at the required cursor position.

NOTE: This button changes to Update Barcode if a barcode is selected in the
document.

Optionsé

Opt i o issased to adjust the Add-In settings (e.g. specific mail merge options). For

more information see section 6.2.

U Licenseé

A Abouté
Table 1: TBarCode Office Panel in Word

5.1.3 Options

Thelink L i ¢ e n epens a dialog for entering the license data (See chapter 8).

A b o u displays the product version and copyright information.

In the options dialog you can adjust global settings for the barcode add-in. In most cases it is not

required to change them.

TBarCode Office Options

General

E=8Boh =

Enable logging for mail merge

D Deactivate events (only for experts)

Strip leading and trailing whitespaces

Mail Merge

Enlarge barcodes automatically
Embed barcode as EMF

D Suppress error notifications
Show progress bar in mail merge

ok ||

Cancel

Figure 2: Option Settings for Adjusting Mail Merging Parameters

General Options

Deactivate events

Enable logging for mail merge

Strip leading and trailing whitespaces

Mail Merge Options
Enlarge barcodes automatically

Embed barcode as EMF

WWW.TEC-IT.COM

Description

TBarCode Office is using so-called events (document selection change etc). If
you encounter problems or you use a VBA program, which interferes with this
events you could deactivate the event integration.

If you do so, you will lose mail merge functionality and auto-updating of the task
pane if you select a bar code. Inserting a barcode and manually changing bar
code properties is still supported.

During a mail merge the bar code generator can log bar code errors and
resizing events (e.g. barcode size was changed because of data content).

The log is displayed after the mail merge. It helps you to determine the reason
for errors or layout changes. With the logging information you can localize the
record which created the wrong or missing bar code, correct the data and print
this record again.

Typing a new line or a space in the barcode data text field also takes effect in
the encoding of the barcode data. If this option is checked, TBarCode Office
ignores spaces and new lines before and after the actual data of the barcode.

Description

The size of barcodes generated with a fixed module width depends on the
amount of data to be encoded. When this option is activated, a barcode may be
enlarged automatically during a mail merge if it does not fit into the bounding
rectangle.

It is recommended to use this feature to prevent clipped and unreadable bar
codes. You will be notified if a bar code needs to be enlarged during a mail
merge. You can verify the layout of the generated document or cancel merging
in such a case.

This option applies only if you merge into a new document. By default a bar
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code is embedded in EMF format (a vector format) if you merge into a new
document. If you want to embed a barcode ActiveX control instead of an EMF
image then uncheck this option. This is only required if you need to edit single
bar codes in the finished document.

Suppress error notifications Enable this option if you donot wan
messages during a mail merge. If this option is enabled, be aware that
TBarCode Office provides no feedback regarding clipped (unreadable) or
missing bar codes.

Show progress bar in mail merge Enable this option to show a progress during a mail merge. Beware that the
progress bar only shows up when you have bar codes in your document.

Table 2: Option Settings

5.2 TBarCode Office for Microsoft Excel

5.2.1 Activating the Barcode Panel

To activate or open the task pane, switch to the Add-Ins tab ;| and then click on the panel button¢ .
The TBarCode Office panel £ appears immediately on the right side of the document.

Oa H 9 - s Bookl - Microsoft Excel - ™ b 4
_g/ Home Insert Page Layout Formulas Data Review View Developer Add-Ins @ - 7 x
Inser’t Barcode I
I eI website
TBarCode!
Panel nHeIp
¢ Barcode
| TBarCode101 - | =EMBED("TBarCode10.TBarCode10.1";™) ¥
A B C D E F G H \ J i BarCode Office £ ¥ x
B General
2
B Barcode Type Templates™!
Code 128 - v
4
5 Barcode Data
ABCab
6 ABCabc e ®
o & [+
7
‘ Linkto Cell -
i
9 inkto Cel
10 Size in mm
o
i; =| Width Height
93,345 18,415
13
14 Fit into Bounding Box @
15 Module Width 0,924
16 Advanced Setfings... +
17 Create One Barcode per Cell 2
18 Automatically Link to Cell 3
19 Ignore Empty Cells -
20
n Update Barcode u
22 Select all Barcodes A
23 Redraw all Barcodes
3 5
24 License... |
M 4 > ¥ | Sheetl ~Sheet? ~Sheet3  id 0| i About.. |
Ready | 3 U@ [0 (1| 200%4(=) L/ (+)4.,'5

Figure 3: TBarCode Office User Interface in Excel

5.2.2 TBarCode Office Panel

In the TBarCode Office panel £ you make all your adjustments for the barcode to be encoded.
Options Description
- Templates Te mp | a opers a list of barcode templates. With these pre-defined settings it is

easy to generate barcodes which comply with common barcode standards. The
settings from the template are applied to the barcode. See section 5.3.1 Templates.
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Barcode Symbology

Select the required barcode type from the list.

® Barcode Data Enter the data for the barcode in the field Barcode Data. Whenever you click into a
cell of your spreadsheet the data of this cell is automatically copied into this field.

~ Linkto Cell The button Link to Cell allows you to link a barcode with a specific cell. This is
useful to create dynamic bar codes which update whenever the content of the linked
cell is changed.

°  Barcode Size Adjust the appearance of the barcode by using the fields Width, Height and Module
Width. By clicking on the measure unit next to Size in you can toggle between
millimeters and mils (a mil is one thousandth of an inch: 0.0254 millimeters).
Choose the suitable sizing mode:

A Fit into Bounding Box: The barcode is always drawn in the size of the bounding
box. The module width adapts to the amount of data to be encoded.

A Fixed Module Width: The size of the barcode depends on the amount of data to
be encoded, the module width is fixed.

A Fit to Selected Cell: The size of the barcode is adjusted to the size of the
spreadsheet cell.

+ Advanced SettilAdvanced Sistuged forgagljgsting additional parameters like bar-width
reduction or font and color settings. For further information see chapter 7.

2 Create One Barcode per Cell The checkbox Create one Barcode per Cell allows you to create a list of barcodes.

3 Automatically Link to Cell If checked, the created barcodes are automatically linked to the cells.

Ignore Empty Cells If checked, the creation of barcodes without data is prevented.

U Insert Barcode The button Insert Barcode inserts a barcode at the current position in your
spreadsheet.

NOTE: This button changes to Update Barcode if a barcode is selected in the
document.

A Select All Barcodes The link Select All Barcodesé selects all barcodes in the worksheet.

Redraw All Barcodes

Redraws all barcodes in the worksheet.

License

Thelink L i ¢ e n epens a dialog for entering the license data (See chapter 8).

About

A b o u tisplays the product version and copyright information.

Table 3: TBarCode Office Panel in Excel
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5.3 User Interface Common for Word and Excel

5.3.1 Templates

In this dialog you can choose one of the provided barcode templates. Each template provides pre-

defined barcode settings which comply with the respective barcode standard.

You can also select a custom template file created with Barcode Studio.

Select a Template @

Select one of these templates to create a barcode which is compliant to the listed standards.
You can also create your own templates with Barcode Studio.

Click here to download Barcode Studio

Deutsche Post Premiumadress &

Data Matrix 26x26

m

Deutsche Post Pressepost Etikett -
Data Matrix 52x52

Deutsche Post Pressepost Randbeschriftung
Data Matrix 16x43
Data Matrix 52x52

EAN 13
SCO0(82%) - 30.51x21.25 mm
SC1(90%) - 33.9x23.32 mm

SC2(100%) - 37.29x25.91 mm
SR MIN%N - A0 RA v 28 R mm

Select from File... oK ][ Cancel

Figure 4: Templates complying with various barcode standards

demo, adjust barcode properties and save the .bc file to a common location.

You have to adjust this directly in the TBarCode panel.

different draw mode, you have to set it in the advanced settings.

3 You donoét h a v Barcbde Stpdior to ¢treate a custom template. Download the
3 Barcode Studio does not save the size mode (module width, fit to bounding box) in a .bc file.

3 Barcode Studio does not save the draw mode option in a .bc file. If you want to set a
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6 Using TBarCode Office

This chapter introduces the TBarCode Office add-in and explains how to use barcodes in a
documents, mailings or spreadsheets.

Check out and learn more about TBarCode Office in our videos hosted on YouTube!
http://www.youtube.com/view_play list?p=1E807C6F1590D866

6.1 Operations Common for Word and Excel

6.1.1 Inserting a Barcode

There are different ways for adding a barcode to your document.

6.1.1.1 Using the Insert Button

To insert a barcode use the button Insert Barcode in the panel (See Figure 12 ).

6.1.1.2 Using the Insert Tab

Click the Insert tab in the Ribbon and choose Insert Barcode. The barcode is inserted at the actual
cursor position immediately. The settings of the last inserted bar code are applied.

6.1.1.3  Using the Add-Ins Tab

For inserting a barcode with this method, switch to the Add-Ins tab and click Insert Barcode in the
Ribbon.

6.1.2 Updating a Barcode

Select the barcode which should be configured and open the panel (see 5.1). If you change the bar
code settings in the Panel, the barcode is updated immediately.

6.1.3 Deleting a Barcode

Select the barcode that you want to delete and then press the Del key.

6.1.4 Loading a Template

Click on the Templ aftighscérnef. A liskwith templatds és digpfayee. Select a
template and click OK or click Select from Fi

6.2 Microsoft Word

6.2.1 Create Mailings

The TBarCode Office add-in for Microsoft Word encodes mail merge fields directly in the barcode.
Please follow these steps:

Start with a new Word document.

Activate the Mailings tab (= ).

Select or create a recipient list (- ).

Open the panel (®) 7T see 5.1.

Select a barcode type and enter the barcode data ().

> > > > >
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For inserting merge fields use the Insert Merge Field button (° ) in the panel. The Insert
Merge Field button is only enabled if you have selected a recipient list.

Then click Insert Barcode ().

Adjust the barcode properties - width, height etc (? ).

Test the mail merge:

Switch back to the Mailings tab then click Finish & Merge (¢ ).

For testing we recommend to perform a mail merge into a new document.
Select about 10 records and make a test print.

If possible verify the bar code with a bar code scanner?.

Make sure the resulting layout is OK. The layout may change if a barcode needs to be
enlarged. In such a case TBarCode Office displays a warning message.

>y D> D> D>

I+

Figure 5: Guide for Using Mailings

2 If you encounter reading or quality problems check out our Barcode Reference ( s ec Cir et fing Opt i mal
Thermal transfer printers require a special adaption of the module width parameter to the printer resolution (DPI).
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