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Introduction

Tabula Ras&ouple Editioris an event design + event seating software program for wedding couples.
Latin for "blank slate," Tabula Rasa lets you design anyevent layout with superior flexibility and accuracy
with the added ability of seating attendees at tables. Tabula Rasa allows you to:

Z

Wb bbb LY

LY

Create and save up to three layout layout designs.

Draw accurate and to-scale room layouts to the inch, centimeter, pixel or degree.

Navigate an easy-to-use interface with toolbars conveniently located for quick access.

Draw the most common objects used for event design, such as round and rectangular tables,
serpentines, half rounds, spotlights, electrical outlets and doorways, to name a few.

Use familiar commands such as cut/copy/paste, undo/redo, group/ungroup, align, zoom and more.
Organize and arrange your graphics using layers, similar to Adobe® Illustrator.

Import attendees from .csv files or EIm Software's iDo Wedding Couple Edition.

Drag and drop attendees, not only to tables, but to specific chairs.

Export your drawn canvases as image files to be used for documentation.

Export wording for reception tent cards to .csv files that may be used by tent card making software,
such as Elm Software's PrintJobs.

Print reports, including your designed canvases, seating charts, meal reports, supply lists and

moreTt all with your company logo prominently displayed.

System Requirements

L

Windows Vista, Windows XP

2 GHz Intel® Processor or greater

1 GB RAM or greater

Microsoft® .NET Framework 2.0 (included with installation)

Screen resolution of 1024 x 780 or greater


http://www.elmsoftware.com/ido/index.htm
http://www.elmsoftware.com/printjobs/index.htm

Getting Started

When you first open Tabula Rasa, you will see the following environment:

— -
B .. £ Export  EEEE print
m - -

Attendees « || o Canmvasl [
Search m *
Unzeated (0) I::l @
There are no attendees in = ;
‘Canvasl'.
U [
=) =
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(=]
N 5o
oy &
Pa E B Canvas o
Seated (0) 0w (Name) 1
|::> L Border C ransparer
There are no tables in 'Canvasl'. = -
E] Color I:l White
. & Length 30
5 Width 30°
M = Area 900 sq ft
N T | |2 Gridiines
& o || Color [ LightSteelE
& lly Spacing 5
= — Visible False
| | . =
E His | | Width
[ o The width of the canvas.
elffsoftware | Tabula Rasal0 | @ | x=38'8" v=12'1° . B (=) 1] (+)

—

. Ribbon¢ use commands to save files, export information, and print reports.

. Canvag; choose a tool and draw graphics2 y (1 KA &  Wssue doryimandsitd aktei tBeQ
) graphics on the canvas.

. GraphicsPanec organize and customize graphics using layers and the Property Grid

. AttendeesPanec add and import attendees for the purpose of seating them at tables and chairs.

. Status Bacgl O0S&aa 9fY {2F0sol NBQa ¢ S dlsokdit th&SEppliésl 6
and change the canvas view.



Files

Tabula Rasa Couple Edition opens and saves one file located in the program folder. The default location is
C\EIm SoftwaréTabula Rasa Couple Editlany.rasa

Sawe afile

Any time a change is made to any canvas within a file, the file name in the title bar is followed by an
asterisk, indicating that it needs to be saved. To save your changes:

1 Click Save H (Ctrl+S).

Note: Tabula Rasa Professional Edition works with an unlimited number of files and canvases.



http://www.elmsoftware.com/tabularasa/index.htm

Canvases

A canvas is a drawing area for an event layout. When you first open Tabula Rasa, a blank rectangular
canvas with a white background will appeart this is the area where you may create graphics to design your
layout and seat attendees.

The Tabula Rasa file can contain up to three canvases for your design needs. Canvases are labeled by tabs
appearing directly above the canvas. The tab showing the selected canvas will have an orange background
like the Canvas3 tab below. You may rename, copy and delete canvases.

Canvasl Canvas? Canvas3

An event may require various event layouts that require you to create multiple canvases:

9 Example 1. rehearsal dinner, ceremony and reception
9 Example 2: first floor, second floor

1 Example 3: Ballroom A, Ballroom B

Add a new canvas

To add a new canvas, click = located to the right of the canvas tabs. A new canvas will appear and will be
automatically selected.

Edit a canvas

Select the canvas and use the Property Gridto edit the canvas characteristics. You may edit a variety of
canvas properties, including the canvas name, units of measurement, border color, background color,
length and width, to name a few.

Copy a canvas

You may wish to make a copy of an existing canvas within the file. Right-click the canvas tab and select
=3 Copy.

Once you copy a canvas, all attendees who may have appeared in the first canvas will not appear in the
new canvas.

Delete a canvas

Right click the appropriate canvas tab and select + Delete. You may undo this action.

Select a canvas
Do one of the following:

9 Click the appropriate canvas tab.



9 Click the box to the left of Canvasl and select the appropriate canvas (helpful when you have a
large number of canvases within one file).

1 Click the pointer (or type Escape) and click a blank spot on the canvas.

Rename a canvas
You may rename canvases using the Property Gridby typing the new name in (Name)

Change the canvas view

= [1] +

Click the View box to choose between viewing seated attendees by gender (pink and blue circles) or meal
(rings with specified meal colors) or empty chairs. Note: This also changes the view of the Attendees list.

1) 1
% e | Y o
R 4 Q
& Mr. Basil Bride ) Mr. Basil Bride
I Mrs, Blaire Bride O Mrs. Blaire Bride

Zoom in or out of a canvas

1] ¥

100% zoom is the standard view mode. Zooming in may help you with editing fine details and zooming out
may help you with viewing your entire canvas at once.

To zoom in: = =] + O

Click the + button o O
Click and drag the sliding arrow to the right A

Hover over the sliding bar and scroll the mouse

wheel away from you

1 Hover over the canvas and scroll the mouse wheel

away from you while pressing the Ctrl key

E R

O o



To zoom out: agge (-1 (F)

Click the ¢ button
Click and drag the sliding arrow to the left. .

Hover over the sliding bar and scroll the mouse
wheel toward you

9 Hover over the canvas and scroll the mouse wheel
toward you while pressing the Ctrl key

E R

View canvas statistics

Hover the cursor over the canvas tab and a box will appear (see below) detailing the canvas name,
dimensions, area, and number of tables, chairs and graphics.

Canvasl

| li| Canvasl

& | Dimensions: 60" x 45'
Area: 2700 sq ft

()| Tables: 14

~— | Chairs: 112

| Graphics: 30

Graphics Pane

All graphics drawn on the canvas are automatically added to Graphicspanein a list format. You may make
graphics and/or layers visible @& or hidden on the canvas, and you may lock (& them so they may not be
edited. The Active layer is denoted by the pencil s

View the Graphics pane

To collapse/expand the Graphicspane do one of the following:

T Click anywhere on the Graphicsbar |-~ Graphics

9 Double-click the vertical splitter bar (located between Graphics and the canvas)
I PressF4

To change the width of the Graphics panghover over the vertical splitter bar located between the
Graphicspaneand the Right Command Bar and click and drag to the desired width.

To change the height of the Graphics lisand the Property Grid hover over the horizontal splitter and click
and drag to the desired location.



View thumbnails of graphics

Right-click in the Graphicdist, click Thumbnailsand then select one of the following: None, Small

Medium or Large

None Small

» Graphics »  Graphics

= & 7 = Tables = @& # = Tables
R Takle 1 R * | Tablel

Medium Large

» | Graphics » | Graphics

£ & # = Tables £ @ # = Tables

- Table 1
-y Table 1

& Layers

Every canvas contains at least one layer, and each graphic drawn on the canvas is automatically added to

the currently selected layer. Layers are like virtual folders that help you organize your graphics and indicate
the stackingordert 1 KS 2 NRSNJ Ay ¢ Kbndfecaivdé.Se | NB WLI AyGiSRQ

{AYAT NI 02 | 0A NRgesapsdisy atéhk tSpoof tha)SidEhibgsae ara staex higher
than those below them. Likewise, their graphics are also stacked higher on the canvas. Layers and graphics

may be reordered by clicking and dragging above or below other graphics. You can select a layer and edit
the characteristics of graphics within that layer without affecting graphics within other layers.

Create new layers

Right-click anywhere under Graphics and select Add Layer The new layer will appear at the top
of the Graphics pane.

®» | Graphics

»  Graphics

= = » CIECrE

= @& &= Layerl

Add Layer

# Delete Layer

Thumbnails »




Move layers

Select the layer you wish to move, and drag and drop it to the desired location.

» | Graphics » Graphics
— | @ & Tables
SR CEW] - rooic

Delete layers

In Graphicsright-click the layer you wish to delete and select + Delete layer All graphics
contained within the layer will also be deleted from the canvas.

®» | Graphics
£ = Centerpieces
= @& = Tables ®» | Graphics

= &= Add Layer R = Centerpieces

|}C Delete Layer "~ |2 @& # & Flooring

- Thumbnails [ e . Cance Floor
S & Flooring

R X Dance Floor

Assign graphics to another layer

Select the graphics you wish to place within a new layer (the graphics will be selected both on
the canvas and under the Graphicspane).

In the Graphicspane, drag and drop the selected graphics underneath the desired layer.

The graphics should now appear under the new layer.

®»  Graphics ®»  Graphics
E @& © Llayer2 C & # = Layer2
=& J B Layerl . . Semicircle 3

R " Semicircle 3 _— .
iy - Rectangle 2

= Rectangle 2 " .
iy Ellipse 1

- Ellipse 1 =l & Layerl




Arrange a graphicwithin a layer

In the Graphicspane, drag and drop graphic to the desired location (within its current layer or a
different layer). Note that the graphicQa y S¢ &adl O1 Ay 3 2 NRS.Nbul f
may also select and rearrange multiple graphics.

» | Graphics » Graphics
= @& # = Layer2 = @& = Layer2
- . Semicircle 3 -« " Semicircle 3

—> L
R G Rectangle 2 -

= & Layerl =) & Layer1

o e
C C

Change the visibility of a graphic
Click the eye icon:
1 & =visible
1 [noimage] = invisible

You may change the visibility of a layer which affects all graphics within the layer.

i = the graphic is visible within the layer but the layer itself is not visible
» Graphics »  Graphics
SRE @?“ E - @“‘“
e r Red E Red
E . Blue —_— " Blue
= @ & Rectangles E @ & Rectangles
o - Green - ; Green

F



Lockand unlock agraphic

#  Graphics
Click the box immediately to the left of the graphic or layer in 5 @ A & Layer 2
the Graphicdist: - Elipse 1
1 & =locked .

L Semicircle 3
Note: When you lock a layer, all graphics within the layer ¢ e Rectangle 2
locked SRE & Layer1

-« 5 Triangle 4

Property Grid

The Property Gridis located in the bottom half of the Graphicspane. Use the Property Gridto change
properties of canvases, layers and graphics. Each has its own unique set of properties listed within the
Property Grid A box located at the bottom provides a description of the currently selected property.

Canvas Properties

Canvas Category (6 items)

Edit the name of the canvas (that appears within the canvas
tab), the color of the canvas and its border, and the
dimensions of the canvas.

Gridlines Category (3 items)

Gridlines on the canvas help guide your design and
measurement process. You may edit the color of the
gridlines, how far apart they are spaced, and their visibility.

Measurement Category (2 items)

Specify the Unit nameas Feet, Meters or Pixels. Specify the
number of Pixels Per Unithat is used to render one unit of
your specified measurement. Based on the example to the
right, a graphic 1 foot in length will show as 10 pixels in
length on your monitor.

Occasion Category (3 items)

Enter the name, date and location of the occasion that
corresponds with this canvas. This information will be used
in the header of all reports.

Padding Category (6 items)

Padding is additional space around your canvas for adding
additional text and graphics. For example, if you export the
image, you may wish to insert a textbox in the padding as a
title of the image. Edit its color, border color and each
SR3ISQa ailsSo

-10-

B Canvas
(Mame) Cambridge Castle
Border Color |:| Transparent
Color [ ] White
Length 35
Width 40'
Gridlines
Color [ ] LightSteelBlue
Spacing 5
Visible False
Measurement
Unit name Feet
Pixels Per Unit 10
Occasion
Mame Smith-Jones Wedding
Date 1/8/2011

Location Cambridge Castle
Padding
Border Color |:| Silver

Coler [ ] WhiteSmoke
Left 5
Top 5
Right 5
Bottom 5



Basic ShapeProperties

Ellipse, Rectangle, Rounded Rectangle, Half Round, Quarter Round, Serpentine, Triangle, Star, Arrow,
TextBox, Arc, Stairway, Door, Electrical Outlet, Compass, Plant Rounded, Plant Pointed, Spotlight

Appearance Category (3 items)

Edit the (Name)of the table circle, which will appear under
Graphics You may change the opacity to be less than 100% if
you want the table circle to appear more transparent. Also, you
may wish to show the dimensions of the table circle.

Fill Category (5 items)

{LISOATE GKS 02t 2 NJgeadientiiTs @sertiah
image within a table, click image and then click the browse icon
to select your image. To remove an image, position your cursor
at the beginning of the image file name and click Delete Image
Layout refers to the positioning of the image within the table.
Stylerefers to the orientation of the gradient.

Position Category (5 items)

Edit the location of the table circle on the canvas as well as the
dimensions and rotation of the table circle within the Property
Gridinstead of directly on the canvas.

Stroke Category (3 items)
Specify the color, style and thickness of the border around the
table circle.

Text Category (5 items)

(Text)is the name of the table that appears within the table on
the canvas (different from (Name)which appears in Graphic$.
Align text and edit text color and font. Use Alignmentand
Offsetto position your text.

Table Circle Properties
Includes all of the Basic Shapes properties plus

Table Category (5 items)

Edit the Chair Countiround the table. Chairsallows you to edit
the dimensions of individual chairs as well as chair text font. The
Chair Editor allows you to position chairs around the table.
Distance to Aislaefers to the distance from the table to the
middle of the aisle or walkway between tables. You may edit the
visibility of chair numbers using Show Chair Numbers

-11-
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Appearance

(Mame) Ellipse 1
Opacity 100%

Show Dimensions False

Fill

Color |:| PeachPuff
Gradient Color [ ] White
Image |:| (none)
Irnage Layout Zoom

Style FerwardDiagonal
B Position
Left 39"
Top 44"
Length 5
Width )
Rotation
B Stroke
Color |:| Peru
Style Solid
Thickness 1
B Text
(Text)

Alignment MiddleCenter
Color - Black
Font Segoe UL 8pt

Offzet 0,0
(Name)
The name associated with the
graphic.
B Table
Chairs (Collection)
Chair Count 8
Chair Editor Off

Dhistance To Aisle 21"
Show Chair Mumbers True



Table Rectangle Properties

= Table
Chairs (Collection)
Includes all of the Basic Shapes properties plus Chair Editor Off
. Chairs Top
Table Category (11 items) Chairs Right

Edit the Chair Countiround the table. Chairsallows you to edit
the dimensions of individual chairs as well as chair text font. The
Chair Editorallows you to position chairs around the table.
Distanceto Aislerefers to the distance from the table to the
middle of the aisle or walkway between tables. You may edit the
visibility of chair numbers using Show Chair Numbers

Chairz Bottom

Chairs Left

Distance To Aisle Top El
Distance To Aisle Right 30"
Distance To Aisle Bottorn 30"
Distance To Aisle Left i

Show Chair Mumbers True
Basic Line Properties
Line, Bézier Curve, Measurement Line
Includes all of the Basic Shapes properties plus: 2 Line Anchor
) ) End Mone
Line Anchor Category (1 item) B Position
Specify the endpoint of the line as an arrow if desired. w1 25" 4
Position Category (5 items) E ;; ;"
Indicate the starting point and endpoint coordinates on the —
canvas, including rotation angle. V2 171
Rotation 0=

Freeform and Scribble Properties
Includes all of the Basic Shapes properties plus:

Freeform Category (3 items)

Draw freeform shapes by connecting points with either lines or
curves. Turn on the Point Editorto move or delete individual
points. Show the unit length of each segment of the freeform
shape if desired.

B Freeform
Draw Using Lines
Point Editor Off
Show Segment Lengths  True

Note: Scribble graphics do reftow theShowSegment Lengths
property.

Toolbars
Toolbars are the narrow, vertical strips of icons that flank the left and right sides of the canvas. Use your

cursor to hover over the icons and a tooltip will appear indicating the purpose of each icon. Click on a
desired icon and perform the respective function within the canvas.

-12 -



Left Tool bar

The toolbar icons listed below appear to the left of the canvas and are used to draw graphics on the canvas.
Select your tool and click and dragonthecanvas i 2 & S G K S Na@dN®Bingk Aiciogon ddkivs

gAft ONBIGS |

Icon Name (Shortcut Key)

Pointer

Table Circle
Table Rectangle
Ellipse
Rectangle
Rounded
Rectangle
Half Round
Quarter Round

Esc

O QO3S =

Serpentine

Triangle
Star

T
T

E

R

R

H

Q

S

N

S
Arrow A
Text box X

Line L

Bézier Curve B
Measurement Line M
F

Z

A

W

D

Freeform

Scribble
Arc
Stairway

Door

/s b A2 B S & PD

Electrical Outlet 0

-

Compass C

Rounded Plant P

x @ >

Pointed Plant P

¥ Spotlight G

Tape Measure =

INF LIKAO 6AGK F ae@YYS{ONRMOtoind.aAal So

Description

Select, move, rotate and resize graphics.

Draw circular tables with chairs. Used to seat attendees.
Draw rectangular tables with chairs. Used to seat attendees.
Create circles or ovals.

Create squares or rectangles.

Create squares or rectangles with rounded corners.

Create semi circles.

Create quarter circles.

Draw serpentine tables. Note: Align and rotate multiple serpentines to
create one continuous serpentine table for buffets.

Create triangles.

Create stars and polygons. Allows 2 to 100 points on the graphic .
Create arrows. Rotate to point the arrow in the appropriate direction.
Place text boxes directly on the canvas for labeling purposes. Specify
font, text color and size in the Property Grid

Create lines. Select and grab handles to change the length of the line.
Draw undulating curves.

Identify measurements of graphics or areas on a canvas.

Draw freeform graphics (helpful when creating outer boundaries of a
room or area).

Draw free lines.

Create arcs and specify start point and sweeping angle.

Create steps and stairways. Resize to identify the number of steps.
Identify the location of doors within the layout on the canvas. Draw two
doors then rotate and align to make double doors.

Specify the location of electrical outlets within your design layout (may
be helpful for audio/video personnel, disc jockeys, etc.).

Draw and rotate compass to identify North when needed for cardinal
direction use.

Create plants with curved properties. Specify color properties to convert
to a flower.

Create plants with pointed characteristics. Specify color properties to
convert to a flower.

Identify the location of spotlights within the canvas (may be helpful for
audio/video personnel, disc jockeys, musicians, etc.). Rotate and edit the
aLR Gt A3IKGQa SPfdpérty Gritas mBcdstay.NJ Ay (0 F
Click and drag to measure dimensions within the canvas. Tape measure
goes away after the mouse button is released..

-13-
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Left Toolbar shortcuts

Note that some icons may share the same shortcut keyt cycle through these icons by pressing the
same shortcut key until you arrive at the desired icon. If you have a scrolling wheel on your mouse,
you may also cycle through all icons by hovering over the left toolbar and scrolling the mouse
wheel.

When you select one of these icons, the pointer will visibly change into a plus sign with the
corresponding icon near it. To easily return to the pointer, press Esc or V (the shortcut keys for the
pointer).

Draw graphics
In the left toolbar, click the icon that corresponds with the graphic you would like to draw, and then
do one of the following:
f Clickanddragonthecanvasi 2 aLISOATeé G(GKS 3INI LKAOQa &aaAal $
9 Click and drag while pressing the Shift key to make the graphic symmetrical while
AAYdz G yS2dzate alLISOAFeAy3dI GKS 3INILKAOQEA &AT .
9 Click on the canvas to create a quick symmetrical graphic

After a graphic is drawn, you will be able to resize and rotate the graphic.

The initial graphic drawn on the canvas. I
1
I 12 |
Grab any of the resize handles to resize the graphic. I o
1
g 10" |
-~
< &
DN} 6 GKS INBSY NRGFGAZY KEyi O\
L
‘0.

Style graphics

Some graphics can be styled using unique properties and little yellow dots called Superdots (see
below).

-14-



i_¥ Table Circle

Use the green rotation handle to rotate the table and use the
small gray resizing circles to resize the table (the size of the chairs
remains the same).

Edit the Chair Counproperty to change the number of chairs
placed around a table.

Use the Property Gridto turn the Chair Editoron and off. This
allows you to rearrange the position of chairs at a table using
Superdots. Hover the pointer over one of the Superdots and click
and drag the chairs around the table.

Update the Distance to Aislgroperty to edit the halo around the
table. The default distance fromthetr 6t S G2 (GKS
which allows an appropriate amount of space between tables for
people to walk through.

Modify the (Tex? property to change the text displayed on the
table.

Edit the ShowChair Numbergproperty from on to off. Use the
Chair Collection Editoto further customize individual chairs at a
specific table, such as chair depth, chair width, chair numbers and
font.

-15-
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[.] Table Rectangle

(Similar to Table Circles with the following exceptions)

Use the green rotation handle to rotate the table, the small blue
resize handles to resize both width and length of the table.

— 5 —

Use the Chairs TopChairs RightChairs Bottom Chairs Lefto o
SRAG GKS ydzyoSNJ 2F OKIFANHR L o

Turn the Chair Editomproperty on. This allows you to rearrange

a1

[=

b

Lay
o

=

the position (not chair number) of chairs at a table. Hover the o
pointer over one of the Superdots in front of a chair and click -

and drag the chair along the table edge.

Update the Distance to Aisleroperty to edit the halo around

a1

=

b

Lag
=

the table. The default distance from the chair to the aisleiso n ¢ -, I\_,
per each table edge which allows an appropriate amount of
space for people to walk through. Distance to aisle must be set

[=

per table edge.

(J Rounded Rectangle

Hover the pointer over the Superdot and click
and drag it to sharpen or soften the curves of ()- —]

the corners. L _J

-16 -
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Ly Serpentine

Hover the pointer over the Superdot and click and drag it
to edit widen or narrow the width of the serpentine
graphic.

A Triangle

Hover the pointer over the Superdot and click and drag it
to edit one angle of the triangle.

¥ Star

Hover the pointer over the Superdot located to the left of
the star and click and drag it to edit the number of points
on the star.

Hover the pointer over the other Superdot located on the
starQa  &nRdlick and drag it to transform the graphic.

) Arrow

Click the Superdot to change the direction of the arrow so
that your text is always oriented properly.

-17 -
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. Bézier Curve

Hover the pointer over a Superdot one at a time and click y
and drag it to transform the curvature of the line. e —

Learn more about Bézier Curves on Wikipedia.
“, Measurement Line

Click and drag to mark the measurement of the distance
between one point and another.

11

5 Freeform

Drawing a freeform graphic is different than FPPE
drawing a basic shape. Click the mouse at different
locations on the canvas to add unique points to the
freeform. Press and hold Shiftto draw lines at 15
degree angles. Complete the freeform by clicking
on the first point or by pressing Enteror Esc

19" 37

11' 10"

The freeform graphic is meant to be used for
drawing the walls of an event site.

Turn on the Point Editorand click and drag the
Superdots to the desired location.
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4 Scribble
Turn on the Point Editorand view individual points along a % -
scribble line as Superdots. & o% X
o
Click and drag Superdots to change the scribble.

Set the Point Editorto DeleteOnClick to delete points by
clicking the mouse. Set the Point Editorto DeleteOnHover

to delete points by simply hovering over points along the
scribble. %
™vArce
Click and drag the Superdots to edit the length of the arc. / \\ i -\
i X

Tape Measure

Click and drag the tape measure (the tape measure will
disappear from the canvas upon mouse release). Specify units of
measure (feet, meter or pixel) for the canvas in the Property
Grid.

Selectgraphics
Using the pointer, do one of the following:
9 Click on the graphic located on the canvas.
9 Click on the graphic in the Graphicslist.
9 Onthe canvas, click and drag an area around the graphics you would like to select.
9 Shift click to select multiple graphics on the canvas or in the Graphicsilist.
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Move graphics

Do one of the following:
9 Click and drag graphics to the desired location.
 ULRIF GS 1 K Beft IdpprdpitiesO Q a

Rotate graphics

Do one of the following:
9 Select a graphic, then click and drag the green rotation handle.
T 9RA G (K RotAdbragerty.0 Q &

Resiz graphics

Do one of the following:
9 Drag one of the resize handles to resize graphics.
' Press shift key while dragging to maintain the 3 NJ LJ¢pedDrexia.
 ULRIF GS { K Sengihhlid \WIEtHA pioedties.

Note: Resizing table circles and table rectangles with chairs does not alter the chair size.

Insert images within graphics

You may insert the following image file types within a graphic on the canvas: .bmp, .gif, .jpg, .png,
.wmf. Select the graphic and set its Imageproperty. There are five Image Layouproperties that
help position and size the image inside the graphic.

Image Layout Property Example
m
None st
anr ar ar ar |
. w w - -
Tile
% %
- - - -
[
Center i
v
1 =4
Stretch Y N
.
e——d
g
Zoom Y Y
v
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Right Toolbar

The toolbar icons listed below appear to the right of the canvas and primarily address editing actions and
graphic organization and alignment. First click on the appropriate icon (or use the shortcut keys) and then
follow instructions listed within the description below.

Icon Name () Shortcut Description
% Cut Ctrl+X Cut selected graphics to the Tabula Rasa clipboard.
Ee) Copy Ctrl+C Copy selected graphics to the Tabula Rasa clipboard.
A Paste Ctrl+V Paste graphics from the Tabula Rasa clipboard onto the
canvas.
) Undo Ctrl+Z Undo your last action.
o Redo Ctrl+Y Redo your last action.
1] Group Ctrl+G Grou.p se_lected graphics. Helps when moving and editing
- multiple items that belong together at once.
I Ungroup Ctrl+Shift+G Ungroup previously grouped graphics.
e Bring to Front Ctrl+Shift+Up Place selected graphic at the top of its layer.
3 Send to Back Ctrl+Shift+tDown  Place selected graphic at the bottom of its layer.
Ly Bring Forward Ctrl+Up Bring the selected graphic higher within its layer.
& Send Backward Ctrl+Down Lower the selected graphic within its layer.
- Align Left Alt+L Align t_he selected graphics to the left edge of the primary
graphic.
2 Align Center Alt+C Align t_he selected graphics to the center of the primary
graphic.
5 Align Right Alt+R Align 'Fhe selected graphics to the right edge of the primary
graphic.
o Align Top Alt+T Align 'Fhe selected graphics to the top edge of the primary
graphic.
o Align Middle Alt+M Align 'Fhe selected graphics to the middle of the primary
graphic.
m Align Bottom Alt+B AIi_gn the selec_ted graphics to the bottom edge of the
primary graphic.
b Make Horizontal ~ Alt+H Space the horizontal distance between selected graphics
Spacing Equal equally.
Hie Increase Alt+Right Increase the horizontal distance between selected graphics
“*  Horizontal Spacing equally.
- Decrease Alt+Left Decrease the horizontal distance between selected
**  Horizontal Spacing graphics equally.
Make Vertical Alt+V Space the vertical distance between selected graphics
: Spacing Equal equally.
R Increase Alt+Up Increase the vertical distance between selected graphics
zt Vertical Spacing equally.
. Decrease Alt+Down Decrease the vertical distance between selected graphics
* Vertical Spacing equally.
Center Horizontally ~ Alt+[Pipe] Center selected graphics horizontally on the canvas.
Center Vertically  Alt+Down Center selected graphics vertically on the canvas.
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Copy and past graphics
Do one of the following:
Select graphic(s) and click Copy 52, then click Paste 2,
1 Select graphic(s) and type Ctrl+C, then type Ctrl+V.
9 While pressing Ctrl, click and drag selected graphics to perform a quick copy.

Align graphics
1. Select the graphics to be aligned.
2. Determine which graphic is to be used as the primary graphic and select it. The primary
graphic is denoted by the green rotation handle.
3. Click on the desired alignment icon (or use shortcut key). All graphics will align with the
primary graphic.

Before alignment After alignment

= Align Left

% Align Center

=l Align Right

1 Align Top

<k Align Middle

4t Align Bottom
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Spae graphics
1. Select the graphics to be spaced equally.
2. Click on the desired spacing icon (or use shortcut key).
3. Increase or decrease spacing as needed.

Original After spacing
Make horizontal
spacing equal
Increase horizontal
spacing

Decrease
horizontal spacing

Original Make vertical spacing equal Increase vertical spacing Decrease vertical spacing

Centergraphicson the canvas

1. Select the graphics to be centered on the canvas.
2. Click on the desired centering icon to center the selected graphics either horizontally or
vertically centered on the canvas.

Attendees Pane

The Attendeespane is separated into two halvest the top half shows unseated attendees and the lower
half shows seated attendees. Attendees are specific to the selected canvas, not the file. They may be
imported from EIm SoftwareQ i®o Wedding and Event Professional Edition or via .csv file, or added
manually one at a time.

Attendees may be seated on the canvas at tables (table circles or table rectangles). Attendees are seated at
specific chairs. Occupied chairs are represented by circles based on your current canvas view by showing
SAUKSNI GKS GGSYyRSSQa 3ISYRSNI 2NJ YSHE aStSOdAzyo

You may export attendees to a .csv file for the purpose of printing tent cards.
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View the Attendees pane

To collapse/expand the Attendeespane, do one of the following:

Click anywhere on the Attendeesbar Attendees «

9 Double-click the vertical splitter bar (located between Attendeespaneand the canvas)
1 PressF3

To change the width of the Attendeespane, hover over the area located between Attendeespaneand the
Left Toolbar and click and drag the splitter bar.

To change the height of the Unseatedand Seatedlists, hover over the horizontal splitter and click and drag
to the desired location.

Add attendees manually

Aftendees &
When you add attendees, you are
adding them to the selected canvas. Search
4  Add Attendee...
First, click and select Add Import Attendees  »
Attendee. Meals...
[ 52, Add Attendee | Canvasl I.é]
Mame
Title: Mr, -
First: IGregor}r
. R A Middle:

Specify0 KS | 0USYRSS Last: [ Groom
Note that First and Last Names are ot .

required.

Mickname: Greg

Details

To continue adding attendees, click

Save& New. Otherwise, click Save GEEE N @ Make ~| Bl Chikd
& Close Meal: O Steak - E
Motes: -
[ Save & Mew l [ Save & Close ] [ Cancel
Aftendees &
The new attendee will appear in the [33_',] | |

Unseatedlist. —
Unseated (1)

@ Mr. Gregory Groom
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Import attendees

Import attendees from a .csv file

A .csv file is a comma separated values file that is most often created by using Microsoft Excel. Use
.csv files to import attendees into Tabula Rasa. Important: you must use the attendees.csvile
installed with Tabula Rasa.

1. Using Microsoft Excel, open CAEIlm SoftwaréTabula Rasa Professional
Edition\attendees.csv9 A G KSNJ Sy i SNJ I G Sy RS-®d@lRasany T2 NY
attachment to your clients. Please note:
T 2A0K GKAA GSYLX I GS3Z ©Gofljdettandedp& o S S & Q
AMtSYRSSaQ CANBRG FYR [AadG blYSa | NS NBI
1 Do not change the column order or column headers. Files that do not follow the
structure of this template cannot be imported.

2. Once you know that your .csv file is ready to be imported, click , select Import
Attendeesand select Comma Delimited (*.csv)The Import from CS\écreen will open.

Aftendees « || o | Canvasl [y
8| Search E'
H .:}
#= Add Attendee... e
| Import Attendees  » |||ﬂ Comma Delimited (*.csv) |I
Meals... %s Do Wedding and Event Professional Edition |
=1

3. Click BrowseX, locate the desired .csv file, and click Open The attendees in the .csv file will
appear. Click Import.

4. Select the attendees you wish to import by doing one of the following:

9 Click Select All
T /tA0]1 (GKS OKSO1062ES&a ySEG (2 GKS | GG¢
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) Attendees “©
5. The newly imported attendees (along
with their meal selection) will appear in |
the Unseatedlist. Unseated (24)
i Y
Please note: o mr' T:md’j‘da;”; =
§ Meals that are imported are - TR AUETEy Adams
- _ Miss Alexis Allen
assigned a default color. o Aleris's Guest Al B
1 You may edit these attendees - ME”: S'd ”E; y =
within Tabula Rasa. Be advised - AnerEm AngerEen
0 Mre, Ardith Anderson
that any changes made to ® M: Aot Aooieant
attendees within Tabula Rasa will - AIbER APRIEgEte
. . D Albert's Guest Applegate
not appear in the original .csv
file ) Mr. Bernard Braun
) Mr. Basil Bride 3
Import attendees from iDo WeddingCoupleEdition
1. Click , select Import Attendeesand select iDo WeddingCoupleEdition.
Attendees « || o | Canvasl Ct
i!‘ Search m
H @
&= Add Attendee... —
| Import Attendees  » | L“’] Comma Delimited (*.csv)
Meals... ‘s iDoWedding Couple Edition |
T

3. All attendees from your iDo Wedding Couple Edition database will appear. Select the
attendees you wish to import by doing one of the following:

9 Click Select All
T /tA01 GKS OkKSO1062ES& ySEG (G2 GKS | Gd8S)
When finished, click Import.
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Import from iDe Wedding Couple Edition (==
iDo Database:
Ch\Apps\Elm SoftwarehiDo\Database\iDo.elmdata
Title First Middle Last Suffix Mickname Gender I=Child Meal MNotes i
Mr.  Gregery Groom Male False Unspecified
Miss  Bethany Ann Bride Male False Unspecified E
Ms.  Audrey Adams Male False Beef Wellin... A
Thomas Wayne Male False Beef Wellin...
Miss  Alexis Allen Male False Beef Wellin...
Alexis's Guest Allen Male False Chicken M...
Mr.  Andrew Anderson Male False Beef Wellin...
Mrs.  Ardith Anderson Male False Chicken M...
Mr.  Arthur Andrews Art Male False Chicken M...
Mrs.  Alice Andrews Female Falzse Chicken M...
Miss  Abigail Andrews Abby Female True Kids
Mr.  Bailey Bartholem.. Male False Beef Wellin...
Miss  Biscuit Beagle Male False Beef Wellin...
Mr.  Boris Black Male False Beef Wellin...
Mrs.  Birgit Black Male Falzse Veggie
Mr.  Bernard Braun Male False Veggie
Mr.  Basil Bride Male False Beef Wellin...
Mrs.  Blaire Bride Male False Veggie i
Select All  Deselect All
84 of 94 selected Import ] [ Cancel
4. The newly imported attendees (along Aftendees «
with their meal selection) will appear in rm
the Unseatedlist. [ '-J] |
Unseated [34]
Please note: o M Tom Ad =
- rohom ams
9 Attendees are already grouped Mrs. Audrer Ad
H H s, AUrey ams
based on RSVP IDs assigned in s
Miss Alexis Allen

iDo and the order that they are
listed on the invitation.

1 Meals that are imported are
assigned a default color.

1 You may edit imported attendees
in Tabula Rasa. Be advised that
any changes made to attendees
in Tabula Rasa will not appear in
iDo.

Duplicates

(0 Alexis's Guest Allen

& Mr. Andrew Anderson
Mrz. Ardith Anderscn

O Mr. Albert Applegate

O Albert's Guest Applegate

& Mr, Bernard Braun

0 Mr, Basil Bride

Tabula Rasa handles ?duplicate attendee records to be imported in three ways:

1 Replace duplicates with items importedThe information from the .csv file or iDo will
overwrite what has already been added to or imported into Tabula Rasa.
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1 Allow duplicates to be createdAll information from the .csv file or iDo will be added to
Tabula Rasa regardless if a duplicate is found.

1 Do not import duplicateitems: Duplicate records will be excluded from the import
process.

¥ Onlmport: | Replace duplicates with items imported - J

Allow duplicates to be created
Do not import duplicate items

Select attendees

To select one attendee, click on the attendee name.
To select multiple, consecutive attendees:

1. Click on the first attendee name you wish to select.
2. While pressing the Shift key, click the last attendee name you wish to select.
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To select multiple, nonconsecutive attendees:

1. Click on the first attendee name you wish to select.
2. While pressing the Ctrl key, click the remaining attendees you wish to select.

Edit attendees
Do one of the following:

1 Double-click the attendee you wish to edit, enter the new information and click Save & Close

1 Right-click the attendee you wish to edit, select e Edit AttendeeX, enter the new information and
click Save & Close

Delete attendees
Do one of the following:

9 Select the attendee(s) you wish to delete and press Delete.

9 Right-click the attendee(s) you wish to delete and select + Delete

Arrang e attend ees

Attendees are added by order of entry. Itis helpful to rearrange the names in a way that corresponds with
how invitations are addressed. Note: You may move multiple attendees at a time.

For instance, arrange a family so that the parents precede the children. In the example below, drag and
drop the child (Teddy Doe) below the parents.

© Teddy Doe @ Teddy Doe & Mr. John Doe
& Mr. John Doe D Mr. Jchn Doe Mrs., Jane Doe
Mrs. Jane Doe Mrs, Jane Doe < Teddy Doe
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Group and ungroup attendees

Attendees are added by order of entry. You may or may not be adding attendees alphabetically, but it
helps to group attendees by families, couples, etc. Grouping attendees helps to organize names for the
purposes of seating and printing tent cards.

Ungrouped attendees are separated by a line D Mr. John Doe
running the entire length between the names in Mrs. Jane Doe
the Unseatedlist. @ Teddy Doe
Select the ungrouped attendees you wish to
group. Type Ctrl+G or right-click the attendees, ) Mr. John Doe & Mr. John Doe
select Groupingand select 1551 Group The Mrs. Jane Doe ) Mrs. Jane Doe
grouped attendees will appear next to each © Teddy Doe @ Teddy Doe
other without lines separating them.
To ungroup grouped Attendees, select the
attende.es you W.ISh to _ungroup, type . _' Mr. John Doe ) Mr. John Doe
Ctrl+Shift+G or right-click and select Grouping
IEI Mre. Jane Doe > Mrz, Jane Doe
and select Ungroup The ungrouped _ _
S e © Teddy Doe @ Teddy Doe
attendees will still appear next to one another
but will now have a line separating them.
Assign gender and age to attendees using Right -click
Add Attendee...
To quickly specify gender of attendees, select one Delete Attendee
or more attendees, right-click and select Gender croum
Select the appropriate gender, or select o
Unspecifiedif not keeping track of gender. Gender | Unspecified
Age | Female
Meal 2 Male
Add Attendee...
. Delete Attend
To specify age of attendees already added or SR A
imported, select one or more attendees, right-click Grouping 3
and select Age Select Adult or Child Gender >
Age » | Adult
Meal 3 Child
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Seat attendees

Select one or more attendees to
be seated at a table.

Drag them to the appropriate
table within the Seatedlist. As
you hover over the chairs in the
list, the corresponding chair(s)
on the canvas will be highlighted
in green.

Drop the attendees onto the
appropriate chairs. The canvas
will reflect the seating change
according to your canvas view:
Attendees (pink and blue circles)
or Meals (rings with specified
meal colors).

= 1

L

L

Attendees List

0 Mr. John Doe

Mrs. Jane Doe
@ Teddy Doe

Table Circle 1

4D Mr. Jahn Doe
Mrs. lane Doe
o Teddy Doe

Table Circle 1

i) Mr. John Doe
Mrs, Jane Doe
2 Teddy Doe

To change the seating arrangement of one or more attendees within the Seated Attendees list, select the

attendee(s) and drag them to the appropriate chair/table within the list.

To re-seat an already seated attendee at an occupied chair, drag the seated attendee on top of the other

seated attendee. The seating of the two attendees will be swapped.
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Meals

Meals are unique perO | y @ & ® .2dz YIe allsSOoAFe GKS YSIHft ylYS:
icon. If you import attendees from iDo who have already been associated with meal selections, the meals
will automatically be added. Assign meals to attendees and print a Meals Report summarizing statistics for

caterers or banquet facilities.

Add meals

Click and select MealsX to open the Meals window.

Clickb S ¢ X Add Meal window opens. Enter the meal
information. Select a unique color for each meal you add
as this will appear as a ring in the Attendeeslist and on the
canvas when you set your canvas view to Meal.

Click Save & Newto continue entering new meals.
Otherwise, click Save & CloseWhen you set your canvas
view to Meal, the meal icons will appear in the Attendees
list and on the canvas for seated attendees.

Edit meals

Aftendees A=

8| search b
|4 Add Attendee...
Import Attendees  »

=h — I u

Add Meal (e |

Meal: Steak

Cost: 575.00

[ Save & New ] [ Save & Close ] [ Cancel

I Mr, Basil Bride
O Mrs. Blaire Bride

Click and select Meals Double-click the meal you would like to edit or select the meal and

click Edit Type in the new information and click Save & Close

Delete meals

Click and select Meals. Select the meal you would like to delete and click Delete
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Assign mealdo attendees

To save time, assign a meal to multiple attendees at once.

Select the attendees (either
unseated or seated), right-click
and off of the Meal menu,

select the desired meal.

Supplies

o
o

lo]

o
o
o
o
o
o]

dreue Anclerson 2]l

Mr. An “.

Mrs, Al Add Attendee... 1

Mr. Al Edit Attendee... 1

Albert Delete Attendee 2

Mr. Bej = . 3

Mr. Ba rouping » ]

Mrs. B Gender 3 3

Mr. C Age 3

Mrs, C.| Meal 4 | Unspecified

Mr. David Donchue I:: O Beef

David's Guest Denchue \_H
egetarian

Mr. Edgar Edwards ¥

Caatad MY

Chicken

The Suppliesbutton is located in the lower right of the Status barand opens the Supplieswindow. The
Supplieswindow includes any product that will be used to stage an event for a specific canvas.

Organize supply products by
categories, such as tables,
chairs, linens, place settings,
etc. Enter the names of
products, quantities and unit
costs. The Grand Total of
your supply list will be
presented at the bottom of
the Supplies window. Printa

Supplies Report for more
detailed information.

i lies

Click Supplies

to open the Supplieswvindow.

Add as many categoriest as
well as products to a given
categoryt asyou need.
Categories and products may
be rearranged similar to
Attendeesand Graphicsby
dragging and dropping to the
desired location.

When you add a note to a product, the note icon = will appear.

in a tooltip.

Product Quantity Unit Cost Total Eiery
.

= Tables 7

" Edit
60" Reund 25 $9.00 $225.00
8'x30" 5 $8.00 $40.00 Delete
6'x 30" 5 $7.75 $38.75
54" Round || 5 $9.00 $45.00 Product
48" Round 50 $8.50 $425.00 Mew...
48" Square 5 $13.00 $65.00
48" Half Round 10 $12.00 $120.00 Edit
E Chairs L Delete
High Maple Chair o] 5 $15.00 $75.00
Wooden Folding Chair [White) 200 $2.50 $500.00
Bistro Stacking Chair (White) 10 $1.85 $18.50
Bistro Stacking Chair (Black) 50 $1.85 $92.50
Bamboo Folding Chair (Brown) 50 $5.00 $250.00
Children's Chrome Frame (Blug) 40 $1.60 $64.00
E Linens
54" x 54" |o ] 30 $7.50 $225.00
60" x 120" 20 $11.50 $230.00 —
120" Round 20 $14.55 $291.00
= Flooring
20" % 20' Dance Floor 1 $1,250.00 $1,250.00

Grand Total: $3,954.75
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Options

Optionsallow you to customize various aspects of Tabula Rasa. In the Status Bayclick on Tabula Rasand
select Optionsfrom the popup menu. This list of available options will appear in the Property Grid

Specify how often Tabula Rasa checks for upgrades. El Options
The Property Griditems may be sorted either Check For Upgrade Every 30 days
categorically or alphabetically throughout Tabula PropertyGrid Sort Categorized
Rasa. Recent Items 10
1 Recentitemsrefers to the number of recent Tabula Template Folder CAEIm Software}
Undo History 25
Rasa files viewable when you click “— Open = Options - Graphic Fill
Color |:| PeachPuff
1 Template_ I_:oldeldoes not apply to Tabula Rasa Gradient Color [] white
Couple Edition. Style ForwardDiagonal
1 Tabula Rasa remembers up to a specific number of El Options - Graphic Stroke
actions that you may undo (Undo History. Color [ Peru
f  Graphic Bl and Graphic Strokeoptions are Style solid
automatically applied to each new graphic drawn on a Thickness 1
canvas. If you would like all graphics to automatically
Recent Items

FLILISENI Fa W{lIftY2yQ Ayal
drawn, change the color in Optionshbefore drawing
on a canvas.

The maximum number of recent items to
show under the 'Open’ menu.

Export

There are two ways to export information:
1. Export Canvas to Image
2. Export Tent Cards to CSV

Export Canvas to Image

Export one or more of your canvases to image files, which you can then use for documentation or other
purposes. The end product is an image file that may be e-mailed and/or printed at a later time.

To export one or multiple canvases:

1. Click == Exportandselect/ I y @I & {@r+R) YI 3 S X
2. Select the canvases you wish to export.
91 Browse to specify the destination folder.
9 Select your image format using the dropdown menu.
91 Determine if you would like to overwrite existing files with the same name and/or open the
folder after exporting.
3. Click Export

Learn more about image file formats on Wikipedia.
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Export Tent cards to CSV

Export attendee names and seating information to a .csv file for the purpose of printing tent cards for
events. Tabula Rasa produces both Formal and Personal Tent card wording based on commonly accepted
rules of etiquette. 9 £ Y { 2 PrinBobsXaBli@tes the printing of tent cards.

To export tent cards to .csv:

1. Click Export and select Tent cards to CSV.

2. Select the canvas and Tent card format. There are two Tent card formats: One per Group and One
per Attendee.

Click9 E LJ2 NIi X

Specify the .csv file name and select the destination folder. Click Save.

5. Import this .csv file into your software program of choice for printing Tent cards.

> w

Seerescod NI R I L ==

Export tent cards to a csv file, which you can then use as an import file for another application such as Printlobs.

Select canvas: Tent card:

[Cambridge Castle v] lOne per Group -
Tent card Formal (23) Tent card Personal Table# Table Mame it
Mr. and Mrs, Tom Adams Tom and Audrey Adams 7 Table7
Mr. and Mrs. Tom Allen Tom and Alexis Allen 7 Table7
Mr. and Mrs, Andrew Anderson Andrew and Ardith Anderson 7 Table7
Mr. Albert Applegate and Guest Albert Applegate and Guest 6 Table@

Mrs. Bethany Barrett Bethany Barrett 2 Table2
Mr. Bernard Braun Bernard Braun 6 Tabled
Mr. and Mrs. Basil Bride Basil and Elaire Bride 6 Tabled
Mr. and Mrs. Christopher Carbwright Christopher and Cathleen Cartwright 1 Tablel
Dahlia Davis Dahlia Davis 2 Table2
Mr. and Mrs. John Doe Jehn and Jane Doe 5 Table5 -
Mr. John Doe John Doe 2 Table2 1
Teddy Doe Teddy Doe 6 Tableb
Mr. David Donohue David Donchue 1 Tablel
Mr. Edgar Edwards Edgar Edwards 2 Table2
Ms. Elizabeth Elmer Elizabeth Elmer and Guest 1 Tablel
Miss Emma Emmanuel Ernrma Emmanuel and Guest 1 Tablel
Miss Ernma Emmanuel Emma Emmanuel and Guest 6 Tablei
Ella Everitt Ella Everitt 1 Tablel
Miss Janet Foster Janet Foster and Guest 5 Table5
Miss Janet Foster and Guest Janet 2 Table2
Dr. Gertrude Gallop Gertrude Gallop and Guest 7 Table7 o
Mr. Gary Glunt and Guest Gary 5 Table5 -
Open file after export Export... ] [ Cancel
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Print

The Print Reports screen allows you to print one or many reports at once. There are nine unique reports to
print per canvas. If your current file has multiple canvases, you may select more than one canvas for
printing in one session. You may print to any printer on your network.

Calibrate your printer

It is recommended that you first calibrate your printer before printing reports. This will ensure that your
reports are printed with accuracy. To calibrate a printer:

I
1. Click jEfl‘“]Print.

Click Printer calibration (the Printer Calibration window opens).

3. Turn onyour printer and click Print Calibration Sheet(do not close the Printer Calibration
window).

4. Follow the instructions listed on the calibration sheets (for both Landscape and Portrait reports) to

determine your offset values. Note: You will need an inch-ruler for measuring.

5. Ly GKS tNAYGSNI / FfAONIGA2Y 6AYR263 SyGSNI &2dzNJ \

Portrait reports.

6. Print the calibration sheet again and re-measure the distances (the red calibration box should be
exactly one inch away from the edge of the page).

9 Ifyour red calibration box is exactly one inch away from the left and top edges of the page,
you have successfully calibrated your printer. You may click Closeand proceed to printing
reports with that printer.

9 Ifyour red calibration box is not exactly one inch away from the left and top edges of the
page, you must repeat steps 4-6 until you have successfully calibrated your printer.

n

Print reports

Once your printer is calibrated, you may print one or multiple reports:

=0
Click ™= Print.

Select the canvas(es) and report(s) you wish to print.

Review the PageSetup Click Editto modify your settings.

Click Print Previewbefore printing to make sure that the report(s) will meet your specifications.
Otherwise, click Print.

i N
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Page Setup

Page Setup e M Iﬁ

Paper Size _
Sete 2 dzNJ NBpeiEireframihe list of Paper Sze: [ Letter 5
available paper sizes supported by your printer. Orientation: @ Portrait (@) Landscape

& Body
Orientation Font Segoe UL 10pt
Select either Portrait (taller than wide) or g°”:C°L'_°' — 5 z'a_“‘b
LandscapQWider than ta") Top Row Back Color I:I Whitesmoke

Line Spacing 1.25

Body Category (5 items) B Footer
Specify Font, Line Spacingand colors of used for E“i Format E'm bL1o
the printed report. o oor =

= Header
Footer Category (3 items) Image (] (none)
Specify Fontand color. To print the date when o 5-'?9“;32'; Tpt
the report is created, set the Date Format B Margins
property to LongDateor ShortDate Top 1

Bottom 0.75"

Header Category (3 items) ;:tht g:;;:
To embed your logo in all reports, set the Image Header 03"
property by browsing for and selecting your Footer 03"
desired graphic. Specify Fontand color. .

The font used to display text in the body of all reports,
Margins Category (6 items)
Set your desired page margins. ﬂ ok ] [ Concel | IJ
Print to PDF

You may also print reports to PDF (.pdf) if you have a PDF print driver installed. There are free PDF print

drivers available on the internet. Elm Software recommends the free CutePDF Print Driver. After CutePDF

Ad R2gyf2FRSR FYyR AyadlfftSRX & godeavdilablePrintérsSS W/ dzi St 5C
dropdown. Printing to PDF allows you to easily e-mail your reports to your clients and vendors.

Enjoy!
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http://www.cutepdf.com/Products/CutePDF/writer.asp
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