Create and Attach Headers

The new RTF Documents need new RTF Headers
attached to them. The following is how to access, [Tuuls] Window Help Testers
create, and attach new Headers.

Access

ssis  RTF Document Template Headers

sss  Document Template Editor

Access the Tools > RTF Document Template B Exdernal Documents

Headers menu item.

Create

From the Action menu, select “New RTF RTF Documert Template Headers
Document Template Header”. @ Mew RTF Document Template Header
Complete the field “Template Name” Print Grid Chil+alt+P
with a title for the Header. Tinas Wery Large Header
H Save Cirh+5
3 Cancel
Template Name: | Delete Chil+Del
[ata Clean-up Fa

Reassign Workgroups...
General Reports

Click on the blue E to expand the editor.
Add Header information in the editor.
Close the editor, and save from the Action menu or icon options.

Highlight the Header in the treeview or grid.
Select the checkbox next to each document that will use the Header.
Save the selections from the Action menu or icon options.

To change the Header on a document, highlight the new Header in the treeview or grid. Select
the checkbox next to the document to change the Header.
To insert an image file (e.g. jpg, png, etc.), use the

editor option “Inline Picture” instead of the “Picture”. £ SSIS Editor W
This prevents overlapping that may occur when the =
document is created in Chronology or the Client folder. B’ E

The user must have the security function “Create File Home Insert
Document Template” in order to create a RTF Header. 0 _ ne
Use the option “Re-Merge Document” in order to .ﬁ I_| J
update the Header on an existing document. This page Table || Infine Bicture'|| Bookmar
feature replaces the previously used “Refresh , . Picture
Headers/Footers” menu item. ilfqges | Tables_”. lllusirations H

Do not copy and paste Headers used in the HTML
Document Template Editor. Most of the fields used,
including tables, do not translate into the RTF.
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Image of the RTF Document Template Headers screen:
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Aszzociated Templates - First Page Header

Adoptio A t-FTF
Adoption Agzistance Certification - RTF

Adoption Placement Agreement - RTF

Adoption Placement Decizion Summary - RTF

Adult Foster Care Reference Letter - Corporate - RTF

N | |Adult Foster Care Reference Letter - Family - RTF

APS-Motice of Investigation not completed - RTF
Ab-Risk Adoption Assistance Amendment - RTF
Authorization To Provide Care For Child - RTF
Background Study Clearance - RTF
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