B This is a simple utility This dialog box opens when you select

g for composing the images Leg! Company Header/Footer from the Admin ¢
for document headers . menu (you can see the Admin menu only Lisers:and Parmissions F

and footers. The 2nd if you are logged in as Administrator).

= page header is also used S— ——

‘ in reports.

Use this simple mage editor to create company logo/branding that will be aitached to documents headers and footers,
Click on the tabs balow to adit the keader for the first page, headss for the se2cond and susequent pages, ard footer,

b |

WelcamefSplash Image

Doc Header/Faoker Image

First Page Header ]'2nd Page Header Footer (all paga<)
Thas Enage will sppear abowe the docurrent contiol header on the lirst page of 5 o

Select appropriate Tab to make —
images for the first and other

éi?m“F Your Camnanvu Namehpages headers or the footer

company logo b |f you prefer, you can compose ebsite.com - youremail@yourwebsite.com ]

. this image in another application,

ou can alzo make the ime such _as Ado_be PhOtOShOp, a_nd on the gray buttor bo selsct a tewt line, and then edit, change font
example], and then bima tf then import it as background image . reove. et

he HBealmsg=butlonl - (click the Beg Image button).

B ackgiourd e 1 ext Lines [Company name, address, ete.)

.
Beg Cole Logoimage | Logo Image J ['Your Company Mame, lnic i
| Bog Image I Resize image ii 0% v-i J |

M image E]@E]@ ._I it yorvwebisite com - youre .
Doltelogomae o e (4) (&) ) B

[ Hep ][ ok ][ Cancel |

eader and Footer Image Editor Change Tab to select

z& thiz zimple image editor o create company logodbranding thal the active image. .aders and footers.
ck on the tabs below to edit the header for the first page, header forte _cond and susequent pages, and footer,

“irst Page Header |2nd Page Header | Footer (all pages)|

Thiz image will appear above the document contral header on the first page of a docurment, [zize BR0 = 50 pixels]

¢5YOUR Your Company Name, Inc.
company logo here  City Name, State - www.yourwebsite.com -y You can have up to three

lines of text, each with differ- —
ent font, size and color. B

“ou zan alzo make the images in another application [Photo Shop, for Click on the gray button to. fi
example], and then bring thern here a5 the backaground images [chick colar, move, ete, Click on the grey button to
the 'Bcg Image’ buttan). make the line active.

B ackground Logo Image Test Lines 7 npany name, address, et |

[ Becg Color ] Logo image Logo Image £

II

'our Company Mame, Inc.

City Mame, State - wwapounwebsite. com: - youremal{Zeo:

i
Bcg Image \ Fesize image | 100% J |
|

[ Fit Image ] Move image @ g E]
[ Celete Image ] Celete lago image Celete Logao [ Fant ] [ Color ] Move test line m@g[

()

!

TIP: White background is best for

headers and footers. It doesn't call h.  Usethe arrow Cancel Anply

attention to itself and won’t look too bEFtOTt‘S t? mr?(\jle
short on landscape oriented documents objects arou

the canvas.







