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About This Guide

This guide is intended for users who are new to designing document layouts. It is a hands-on learning guide for
DocOrigin Design that walks you through a series of exercises that provide some basic knowledge of the
application. There are three (4) lessons to get you started:

1. Navigating in DocOrigin Design - provides an overview of the DocOrigin Design graphical user interface,
and exercises for drawing and working with objects.

2. Building a Static Layout - gets you drawing your first document layout.

3. Test a Document Layout - explains how to test a document layout with sample data using the PDF Preview
feature.

4. Building a Dynamic Layout - shows you how to create a simple dynamic layout.

In addition, there are two Quick References, which you can print and keep it at hand to assist you during the
document layout process:

e Basic Operations Quick Reference — methods for achieving object-oriented tasks, such as selecting,
moving, and sizing objects.

e Shortcuts Quick Reference — keyboard shortcuts for frequently used commands.

This guide assumes that the reader is experienced using Microsoft® Windows® applications, and as such, does
not provide step-by-step instructions for achieving tasks common to Windows applications.

Terminology

The following terms are used in this guide:

Term Definition

Boilerplate The non-field, fixed objects on the document layout, including logos,
text, lines, rectangles and circles.

Document The output produced by DocOrigin Merge, processing one set of client
data combined with a document layout.

Document Layout An electronic representation of a form or document consisting of one or
more pages, created using DocOrigin Design. Also referred to as
"layout".

Dynamic Layout A document layout that is constructed such that the objects may be in
either fixed or non-fixed locations on the page(s). The objects or object
groups in non-fixed locations are typically intended to allow for multiple
occurrences of the associated data in the data stream. When the
dynamic layout is combined with the data stream in DocOrigin Merge,
the content of the data stream, that is, the number of occurrences of

Fundamentals of DocOrigin Design Page 4 of 58
Lessons for the Beginner Version: 05_2016



Term Definition
each non-fixed object group flows down page(s), generating output that
uses as many pages as necessary to satisfy the data.

Static Layout A document layout that is constructed such that the objects are in fixed
locations on the page(s). The locations are set in DocOrigin Design and
cannot be altered by DocOrigin Merge processing.

Field Object on the document layout that is a placeholder designating where
the client data will appear.

Object The graphical, text, field, table and other elements used to create a
document layout.

Page A drawing surface upon which objects are placed. A document layout
may consist of one or more pages; each page may be set to the
appropriate size, orientation and other characteristics to meet the needs
of the document.

Property A characteristic of a document layout or object.

Conventions

The following conventions are used to enhance the readability of this guide:

Convention

Usage

Bold Font

Denotes menu names, menu commands, and in a dialog box, tab names,
section names and control names.

Monospace Font

Denotes a section of code or programming example.

MenuName > Command

Specifies the use of a menu command by menu and command name.

Key+Key Specifies a mouse and/or keyboard combination, for example, CTRL+B.
Typically, you press and hold the first key, then press or click the second
key, and then release both keys.

_ Denotes additional information, typically a shortcut for performing an
Tip action.
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Lesson 1: Learn to Draw

DocOrigin Design is a typical interactive Microsoft® Windows®-based application with specialized tools for
drawing document layouts. Another DocOrigin application, DocOrigin Merge, combines the document layouts
created by DocOrigin Design with user-supplied data to produce high-quality documents.

With DocOrigin Design, you can create document layouts for simple one page static (fixed) documents or
dynamic layouts that will produce documents with many sections or repeating detail lines that can, depending
on the client data, span multiple pages. Document layouts define:

e the fixed or static objects, called "boilerplate", such as titles, logos, lines, boxes and so on

e the location and formatting properties of variable data fields, that correspond with the values in the
client data

e JavaScript™ (Mozilla® ECMA262) scripts, executed when DocOrigin Merge processes a job, that can be

used to modify the data content or the appearance of the output

e the logic by which dynamic multi-page documents are created, such as where page breaks can occur,
repeated header or footer information, and so on.

Exercise 1: The DocOrigin Design Window

In this exercise, you will become familiar with the DocOrigin Design window and its features.
1. Launch DocOrigin Design.

2. When you launch DocOrigin Design for the first time after installing, the Default Settings dialog appears in
the application window.

POVl This dialog enables you to preset some

properties for commonly used objects and
Text font icti H
. E—— characteristics of the layout environment
Typeface: [ £ Arial (ABC-abc) v| sze:f10 v . y
' that will be used on every document
Field font P R — — — =
Typefoce: [ (§ Arial (ABC-abo) o] sz:[0 layout.
Unit of measure . h . faul
@ Inches O Centimeters Setting the appropriate defaults reduces
Line widths the time required to complete a document
Borders: [0.01n /| Boxesandunes: [0.01n ] layout, and provides consistency across all
Page
Paper aize: TS v document layouts.
EI T For this lesson, we will use the current
settings, so click Cancel.
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3. To begin exploring DocOrigin Design, start a new document layout. Click File > New or click the

New icon on the Toolbar.

Now that a document layout is started, the features of the DocOrigin Design window are active.

4. Take a few minutes to familiarize yourself with the application window.

The main features of the DocOrigin Design window are identified and described below.

1 7 5 4
/1 |

15 Fle Edt View insert Table JFormat |Tosh  wandow Help = éz
1 Ded - & 94 B k TEONM*«M@-C = EEM
fFom Esplorer w0 X IF ||' I ] ] H 6 [ ] H Objed Froperties ~axt—— 9
~Hfomt ARTARTRTA AT | T AR AVRT1 ik INUFERTEERRTA AT AT TRTA A1 (RRTAAART ATRTL (TN T ANRTUAAATL
P o e A Fed  Object Table Row PR
w [E] Pagel lJ_ " - =
Il Cortainer] —
T3 Pamet =
=
HE WY
8 —— vt Emplorer ~oax | = Commen Frogerties ~-axd 10

[
Ll

PoSR0n UneEdge Colr Forl  Para.

e
||:_|||_|||:||||_||||

o

|name| PageFsgel i P UM 5CE

11 12 13

1 Title Bar Document layout and configuration file names.
2 Menu Bar Menus and commands, many of which are common to Windows applications.
3 Toolbar Frequently used commands and the tools for drawing and managing the layout.

4 Drawing Tools Add objects to the layout, group objects, preview the layout, and add script:

k | Select - select and deselect objects. B ~ | Table - place a table of rows and columns.
T | Text - place boilerplate or static text. i 1] Group - combine objects into a single unit.
Field - set a placeholder for client data. 5 Pane — a frame that holds a set of objects that
may repeat or conditionally appear on the
1| Box - draw rectangles and circles. output.
~ Line - draw horizontal, vertical and =l Container — a frame that defines the margins
diagonal lines. of the layout area.
Preview — view the layout in its current
I — ht .
[l | Barcode — place a barcode. £ | state in PDF or HTML format.
Graphic Image - place a static logo or . . . .
¥ - ge-p & BB | Script Editor — launch the JavaScript editor.
graphic.
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10
11
12

13

Page drawing surface containing the objects that comprise the document layout.
Form Explorer Hierarchical view of the layout and its objects.

Rulers Use to assist with object placement and sizing.

Data Explorer View a client data file intended for use with the layout.

Object Properties Tabs containing the characteristics, called properties, which are unique to a
particular object.

Common Properties Tabs containing properties common to most objects.
(name) Name of the currently selected object.
(page) Name of the current page.

(X,Y) Horizontal and vertical coordinates that identify the cursor position on the layout, or the
coordinates of the top left corner of a selected object.

5 Page and 6 Form Explorer Window

The page

provides the drawing surface for your document layout and identifies the physical size and

orientation of an output page of the document. A document layout can contain any number of pages of
differing sizes and orientation. DocOrigin Merge will generate a document based on each page of the layout,
its content including scripts, the client data, and a number of other conditions. By default, the DocOrigin
Design page is set to Letter size (8.5" x 11") with Portrait orientation.

Form Explorer

e |‘L]\||||||_||||_|||ﬂ|\|_|\||_\|||_||||_2u||_||||_|\||_\|I|_3n||_||||||||_|\I|_4u|\_|1||||||_||I|_5n||_\||\_||||_||If|i|||_||||_|||\_||‘|_;|‘|||||||_||||_||“|]|\|_n|u|||_||| 5. Look CIOSEIV at the page.

=-[F] Forml
8=

]
Lo{_i Panel

Containerl

There are two rectangles faintly
outlined in this area. These are
the container, outlined in the

graphic in red, which is used to

define the area where dynamic
content will appear on the page.
The pane, outlined in blue,
defines a section of content for a
dynamic layout. More details
about these objects are provided
in Lessons 2 and 4.

To the left of the layout area is the
Form Explorer window. The Form
Explorer provides a hierarchical view

of the document layout and all of its

objects.
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At the highest levels in the hierarchy, the Form Explorer contains 4 objects, which DocOrigin Design provides

by default on each new document layout:

"Form1" identifies the document layout.

"Pagel" represents a drawing surface in the document layout and an output page in the document. A

layout can have any number of pages.

"Containerl" as described above, is a rectangular object that identifies the top, bottom, left and right

margins on the output.

"Panel" contains a set of objects that are a section for the document. There may be any number of

pane objects in a container, and each pane may contain any number of objects.

6. To get a better look at the container, in the Form Explorer, click on "Container1".

The object is "selected" in the layout area, with "handles" at its corners and sides. These handles enable

you to size the container for aesthetic purposes and to ensure there is enough margin to allow for a
device's unprintable area (a margin around the edges of the page where the output device cannot print).

7. Now, click on "Panel" to select it.

This object appears at a level under "Containerl" in the hierarchy, and as such, resides within the

container. You can size this object, and insert any number of panes within a container.

8. Click in the margin of the page to drop the pane.

As objects, such as text, fields, boxes, lines, and so on, are added to a layout, each object is represented in

the Form Explorer window, in the appropriate location in the hierarchy.

Form Explorer
~ [E] Form1
v @ Pagel
v -2 Containerl
~ I 1 Panel

T

Bb] Field1

i3]

1

v E Tablel

v [ Header
T
T
T
T

v [ Data
[b] Field1
[ab] Field2
[t] Field3
(] Field4

DocOrigin Design automatically assigns a default name to each
document layout, and a unique name to each page, pane and
field.

For text labels, DocOrigin Design uses "Text" for the default
value in the text label on the page and for the object name in
the Form Explorer, where the name appears in gray to indicate
that it is content and not the object name. This also applies to
the text labels for table headings, where the default value and
name are "Header".

For tables, DocOrigin Design assigns a default name to each
table and each row ("Header" and "Data"), and the cells for
each data row ("Field1", Field2" and so on).
Ti Note that although there are two fields named
p
"Field1" on the layout, the "Field1" in the table is in

the hierarchy of "Tablel.Data.Field1".
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You can change any of the default object names, or assign names to unnamed objects. Assigning meaningful

names to fields is especially useful for scripting purposes, and we recommend that field names use all capital
letters for easy identification and reference. Note that object names can contain the following characters:

e a-zandA-Z

e (0-9

e :(colon) . (period) _ (underscore) - (dash)

Within the Form Explorer, you can click on a page name to display that page or on an icon to select that object.
You can drag-and-drop an object (and all its subordinate objects) to place it in another section of the hierarchy.

You can collapse and expand the hierarchy.

7 Rulers and Grid and 13 X,Y Coordinates

Rulers and Grids assist in the drawing, sizing and placement of objects on the page. The Rulers are located

along the top (horizontal) and left (vertical) sides of the page.

|lT]IlIIIII|1l II|IIII|2HII|IIIIHIII|I

o
Ll

||_||TI Lol

(0.708X 0.302Y)

Notice the red line on each of the horizontal and
vertical Rulers. These "positioning marks" indicate the
position of the cursor point on the page when no
object is selected. When you are working with an
object, there are two positioning marks on each Ruler
to indicate the position of the top left corner of the
object, and the size of the object. These lines assist
you in placing, moving and sizing objects.

The (X,Y) coordinates at the bottom right of the
DocOrigin Design window show you the exact
position of the cursor.

9. Move the cursor on the page and note that the positioning marks move with the motion, and the

X,Y coordinates always reflect the current cursor position.

By default, the unit of measure for the Rulers is set to inches, and the increments are 1/10ths of an inch. You
can change these settings using the Grids tab of the Format > Form Properties command. The dialog is shown

on the next page.
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,mpmmﬁ-_ P The Grid is an invisible layer over the page,

consisting of intersection points based on the

Form Properties | Grids :bDFSquntv_
increments on the Rulers. These intersection points

Unit of Measure
@ Inches P enable you to precisely move, size and align objects,
crid Tntsrval since objects move from one intersection point to
Horizontal;  0.1000in Verbcal: 0.1000n v the next. The increments, specified in the Grid
e Interval area, are decimal values, so for example,
igin
N e P -~ 8ths of an inch would be specified as 0.1250. You

can set the increments independently for the

| setasDefaut

horizontal and vertical Ruler.

You can click Set as Default to use your
preferred Unit of Measure and Grid
Interval values as the default for all new

Tip

layouts.

You can choose to display or hide the Rulers by clicking View > Ruler. However, the Grid is always active, even
when the Rulers are not displayed.

9 Object Properties Window

The tabs in the Object Properties window at the top right contain properties that are object-specific, and
typically control the behavior of an object. The tabs in this window provide quick and easy access to the
properties; the same properties are available in a dialog box accessible using the Format > Object Properties
command.

The Object Properties window becomes active when you draw an object or select one or more objects. The
available properties are determined by the objects selected.

10 Common Properties Window

The Common Properties tabs at the bottom right contain properties that are relevant to several objects, and
which typically control an object's appearance. Like the Object Properties window, these tabs provide quick
and easy access to the properties; the same properties are available in a dialog accessible using several of the
Format commands: Object Properties, Position, Line/Edge, Color, Font, and Paragraph.

The window becomes active when you draw an object or select one or more objects. The available properties
are determined by the objects selected.

Fundamentals of DocOrigin Design Page 11 of 58
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Basic Operations Quick Reference

DocOrigin Design provides much of the functionality
common to Windows applications in the context of a
design and drawing application.

SET "SELECT" MODE

When you add an object on the layout, it's in a
"selected" mode with "handles" at the corners and sides
to indicate that the object is the current focus on the

| :

layout. . =
Object is Object is
not selected. selected.

Likewise, intentionally selecting one or more objects
activates those objects on the layout. Once objects are
selected, you can move, size, align, set properties or
otherwise modify the objects.

To select particular objects, first set select mode:
e  Click the Select icon II' on the Toolbar.

OR
e  Click in the margin of the page.

SELECT ONE OBJECT

To select a single object on the layout:

e  Point and click on one of the object’s edges.

OR

e "Lasso" the object. Hold the mouse button and drag
the mouse over the object. Release the mouse
button. Objects completely enclosed by the lasso

o

are selected.
OR

e Inthe Form Explorer, click the object.

Form Explorer * o X

~ [F] Form1
v [P] Pagel
v |8l Containerl
w [71 Panel

(] Field1
R

(Tip When objects are layered or in close
proximity, it's often easiest to use the Form
Explorer to select one or more objects.

SELECT TWO OR MORE OBJECTS

When more than one object is selected, like the two
rectangles shown below, the handles are different to
indicate which object is the last object selected. This is
noteworthy for sizing or aligning objects.

Filled handles identify Unfilled handles identify
the last object selected. other selected objects.

To select more than one object on the layout:

e Lasso the objects to enclose all of the objects within
the lasso. Note that only objects completely within
the lasso are selected.

OR

e  Point to each object and press CTRL + Click.
OR

In the Form Explorer:

e To select objects that are not listed consecutively,
press CTRL, point and click on each object.

e To select consecutively listed objects, point to the
first object, press SHIFT+Click. Then point to the last
object, and press SHIFT+Click. The first, last, and all
intervening objects are selected.

CHANGE THE LAST OBJECT SELECTED

When you select several objects, for example, using the
lasso method, the last object selected (as indicated by
the handles) may not be the appropriate object for the
required operation. To change the last object selected
within a group of selected objects, point to the object
and press CTRL + Click.

DESELECT ONE OR MORE OBJECTS

"Deselecting" deactivates the objects on the page.
To deselect all selected objects:

e  Onthe Toolbar, click the Select icon. El

OR

e  Click in the margin of the layout area.
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ZOOM IN & ZOOM OUT

DocOrigin Design supports the Zoom commands, typical
to Windows applications. To zoom:

e  Click View > Zoom and select the appropriate zoom
level.

OR

e Onthe Toolbar, click Zoom in
or Zoom out.

OR
e  Use the CTRL+SCROLL WHEEL on your mouse.

(7ip) ZoomInis useful when you use the Ruler to
draw an object of a particular size, to place
an object at a specific location, or to place
objects that are in very close proximity.

Zoom Out is useful when you require a
broader view of the layout area.

MOVE OBJECTS

To move one or more selected objects:

e Use the mouse on the layout:
e Position the cursor on one of the objects to

display the quad-arrow cursor. %5

e Use the object positioning marks (red lines) on
the Rulers or the X,Y Coordinates, then drag and
drop the objects at the appropriate location.

OR

e Click Format > Nudge 1 grid unit or use the
keyboard shortcuts: UP, DOWN, LEFT and RIGHT
arrow keys.

SIZE ONE OBJECT

To change the width and/or height of a selected object:

e Use the mouse on the layout:

e Position the cursor on one of the handles on an
edge of the object. The cursor displays an arrow
that indicates the direction in which the object
may be sized.

@ — j‘c Q%

Adjustthe  Adjustthe Adjust height
height width and width

e Press and hold the mouse button, and drag the
cursor in the direction to size the object.
OR

e Inthe Common Properties window: on the Position
tab, set the appropriate values for Width or Height.

OR

e C(Click Format > Nudge 1 grid unit or use the
keyboard shortcuts with the arrow keys: CTRL+UP
(decrease height), CTRL+DOWN (increase height),
CTRL+LEFT (narrow) and CTRL+RIGHT (widen).

SIZE MULTIPLE OBJECTS

To size two or more of the same selected objects:

e Inthe Common Properties window: on the Position
tab, set the values for Width or Height.

OR

e Click Format > Resize Objects to set the width,

height or both attributes to the dimensions of the
last object selected.

OR

e Use CTRL+ARROW KEY: CTRL+UP (decrease height),
CTRL+DOWN (increase height), CTRL+LEFT (narrow)
and CTRL+RIGHT (widen).

COPY/PASTE AND DUPLICATE OBJECTS

You can speed up the document layout process by using
the Copy/Paste and Duplicate commands.

(Tip Create the object and set the appropriate
properties. Then copy/paste or duplicate it
as many times as you require. You can also
copy or duplicate several objects at a time.

To copy/paste one or more selected objects:

e  Click Edit > Copy or Edit > Paste, or use CTRL+C and
CTRL+V, respectively.

The copy is placed over the original object, and as such,
is not immediately visible as a separate object. The copy
is selected so you can move it to the desired location.

To duplicate one or more selected objects:

e  Click Insert > Duplicate or use CTRL+ D, or
ALT+CLICK.

The duplicate is offset from the original object, and is
selected so you can move it to the desired location.

FIND AND REPLACE

The Find and Replace functions locate layout-specific
objects, such as text strings in text labels or fields with
particular names. To access Find/Replace:

e  Click Edit > Find, Edit > Find Next or Edit > Replace,
or use CTRL+F, F3 or CTRL+H, respectively.

DELETE OBJECTS

To remove one or more objects from the layout, select
the objects, and click Edit > Delete or press DELETE.
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Exercise 2: Working with Objects

In this exercise, you'll learn to draw various objects, and to move, size, copy, paste and duplicate objects. You'll
practice each of these capabilities to familiarize yourself with the basics of the document layout process.

Before You Begin

e Note the location where DocOrigin is installed on your computer.
e You can print the Basic Operations Quick Reference and use it as you work through this exercise.

e Asyou proceed through this lesson, and practice adding objects to the document layout, you may want to
clear the layout. To do so:

1. Click Edit > Select All or press CTRL+A to select all the objects on the layout.

2. Pressthe DELETE key.

Get Started

In this exercise, you're working with a static document layout. The objects on these layouts are in fixed
positions, which correspond to their locations on the output page. When you launch DocOrigin Design, and
click File > New to start a document layout, the default layout contains two objects that are used for dynamic
document layouts. So to start a static layout, you'll remove these objects from the layout.

1. Inthe Form Explorer window, click "Container1".
2. Press the DELETE key.

Both the "Containerl" and "Panel" objects are removed from the Form Explorer and the layout area. Now you
are ready to get started.

Work with Fields and Geometric Objects

In this section, you'll learn to place and draw, fields, lines and rectangles and circles. To add an object to your
document layout:

1. Click a Drawing Tool icon on the Toolbar, for fields, lines, | ™ | and rectangles and circles. | (]

e Place Method: To place an object of default size on the layout, position the cursor on the layout, and
click.

OR

e Draw Method: To draw an object of a desired size, position the cursor on the layout, and use a drag-
and-drop gesture:

Fundamentals of DocOrigin Design Page 14 of 58
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e For horizontal and vertical lines, position the cursor at one end point, and drag-and-drop in a
straight line to the other end point.

e For diagonal lines, press the CTRL key, then drag-and-drop from one end point to the otherin a
diagonal direction.

e For fields and boxes, position the cursor at one corner, and drag-and-drop in a diagonal direction
to the opposite corner, for example, from the top left corner to the bottom right corner.

e For circles, draw a square. Use the positioning marks on the Ruler to assist with sizing the object. In
the Common Properties window, on the Line/Edge tab, set Corner Radius to 1.0 in.

|9|||||||||||||||I||||||||||||||||?||||||||| Common Properties I ?t]ll!I|lJI|lJI|]!JIl]lll]lll]llﬁll]lll]

0= 03
= Position LinefEdge Color Font Para. =
3 [Pedges are visible 3
]—z . ] Line style: i— v i—g
3 Lo vidt: 001 ] 3
E Corner Radus: | 1.0in vl 3
tE — Selected Edges E

M Top

MLeft M right
[ Bottom
Draw a Square Set the Corner Radius to 1.0 in Resulting Circle

‘T@p To draw rectangles with rounded corners, draw a rectangle, and set the corner radius to one
of the values that is less than 1.0.

Note that DocOrigin Design adds an entry into the Form Explorer for every object on the layout.

Practice

Use the Basic Operations Quick Reference for assistance with this practice, if necessary.

1. Add fields, lines, rectangles (with and without rounded corners) and circles to the document layout using
both the place method and the draw method.

2. Practice selecting and deselecting objects, moving and sizing objects, and copying and duplicating objects.
3. Use the Form Explorer to assign unique names to the fields.

4. Before moving on to the next section, clear the page.

Work with Text Labels

Text is one of the key elements of a document layout. A text label may be a single word, such as "Name" or
"Address", or may contain many paragraphs, for example, a set of "Terms and Conditions".
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When you draw a text label, the object is set to "typing" mode, as indicated by the diagonal lines on the
outline. As the graphic below shows, DocOrigin Design defaults the contents of a text label to "Text", which is
highlighted, indicating the text is selected. When you move the cursor into the text label, the I-Beam cursor
indicates that you are ready to type.

ﬁl':ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁo
&
Al e
%

”
.-'z.-'z.-'z.-'z.-'z.-'z.-'z.-'z.I.-'z.-'z.-'A

Text Label in Typing Mode

M

You can simply start typing in the text label to overtype the word "Text". The typing function works in the same
way as a standard word processing application, with automatic text wrapping and paragraphs. You can
backspace to remove characters, or select, delete, or copy and paste text. As you type, the text label will
increase in height to accommodate the amount of text entered.

In the Form Explorer, the first 30 characters of text are used to identify the text label. This enables you to easily
select the appropriate text label should you need to make changes later.

When you want to switch from "typing" mode to "selected" mode, press ESC to toggle between the two
modes. Selected mode for text labels enables you to move, size or align the object, or set its properties.

You will know that the object is in "selected" mode when the handles appear.

: Text Label in Selected Mode
sThis is a selected text label. =

I: | | I
Practice

Use the Basic Operations Quick Reference to assist you with this practice.

1. Add text labels to the layout using the place and draw methods. Use the positioning marks on the Rulers
and to draw a text label of a particular size.

2. Size a text label. Type several paragraphs of text to see the vertical space for the text label increase
automatically, then resize the text label to rewrap the text.

3. Cut, copy and paste text from one text label to another.
4. Move and size a single selected text label and then do the same actions with several selected text labels.
5. Use the Find/Replace function to locate particular text labels.

6. Before moving on to the next section, clear the page.

Work with Images and Barcodes

Graphic images provide the capability to put any picture on the document layout, such as your company logo,
graphs, charts and so on. With the barcodes function, DocOrigin Design offers many barcode formats, such as
Standard or Interleaved 2 of 5, QRCode or postal mail formats.
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. 2

To add a graphic or barcode ||l

to the layout, click the appropriate icon on the Toolbar and use either

the place method or draw method to add the object. DocOrigin Design adds a placeholder to the layout for the

graphic or barcode.

For a graphic, in the Object Properties window, you
can assign a name to the object, and specify the
graphic file that you want to use:

e Type the fully qualified name of the graphic
file in the Image File box.

OR

=

=

desired file. To use one of the sample logos

e C(Click the Browse icon to locate the

that accompany DocOrigin Design, navigate to
the Images folder under the location where
DocOrigin Design is installed, and select a file.

Note that in the Image resize area there are several
options for fitting the graphic into the placeholder.

Object Properties

Field Object Table Row

Name:

Image Fie:

Image resize
(®) Fit inside box
(O stretch inside box
(CFit to Width
() Ciip to box
(O Actual Size
Group

Barcode:
Barcode Text:

UPC-A

Pane

B

Image dimensions
Width:
Height:

Locale: (default)

Property for
All Objects

Properties for
Graphic Images

Properties for
Barcodes

For a barcode, in the Object Properties window, you can assign a name to the object, select the format and

optionally, specify a text string. Since a barcode is a type of field, when you do not provide a fixed text string,

DocOrigin Merge will use the text in the client data designated for the barcode object.

Practice

Use the Basic Operations Quick Reference to assist you with this practice.

1. Add graphic and barcode objects to the layout using the place and draw methods.

2. Select, move and size one object and several objects. Use the positioning marks on the Rulers to position

and size the objects.

3. Use the copy/paste and duplicate functions to replicate the objects.

effect on the image. For barcodes, enter a text string and set the various formats.

Set the properties in the Object Properties window. For graphics, try the various resize options to see the

Save Your Work!

While it isn't necessary to save your practice page, it is important to remember to frequently save your work.

Doing so will help you avoid situations where work is lost, such as during a power outage. DocOrigin Design

provides the same methods of saving as other Windows applications: click the Save icon on the Toolbar, or

click the File > Save As or File > Save command.
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Plan the Document Layout - Static or Dynamic?

A document layout consists of one or more pages; for each page, you can specify the size, orientation, paper
handling when the output is to a printer and a number of other properties. With DocOrigin, you can create
layouts with either all fixed (static) content or all variable (dynamic) content, or a combination of both. You can

determine the type of content the layout requires based on the document that you want to construct and the

data that the document will contain.

When to Use a Static Layout

When you create a static layout for a document, all the objects on the layout are at fixed locations that relate
directly to their location on the output page. Only the client data presented in the fields differs from one

document to the next.

On a static document, the recipient may see
areas on the document that are blank or
inapplicable. For example, there may be a fixed
number of multi-occurring data rows, as shown
on the static invoice to the right. The invoice has
10 line items rows; the amount of space the line
items will occupy is the same on every
document generated, regardless of the whether
the data stream contains 1 line item or 10.

When the data stream contains more data than
the layout can accommodate, DocOrigin Merge
discards the excess data as there is no place for
it on the page.

Static layouts are useful when you know exactly
how much data the data stream will contain.
They are easy to design as they can identically
replicate paper forms.

Static Invoice Document with 4 Line Items

¥ ”f Invice No 2
Xx; 6
g \'// .
P——N -
. Puchase OrerNo 27262
Paper Products Inc.
INVOICE
-
mTo ShipTo
ABC Company ABC Company Warehouse 1
957 Main Street 456 Wnite Road, Unit 10
Greenvile, FL 12345 Greenvile, FL 12345
L
e aty Unit Price mml
28GX2  |Copy Paper, LeSier 5 $55.00 5275
733331 |Beight Whille Laser Paper, Lefier 3 $50.00/ $150.00§
A0 [Wite Laser Adress Labels 2 $11.99) $23.98)
629577  |Envelopes White Securty 4 $21.55) $A7.40)
Subtotal $536.28
(Tax $53.64)
[Total Amount Due $590.02
XYZ Paper Products 123 White Sireet  Greenville, FL 123456783 XyTpaper.com
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When to Use a Dynamic Layout

Dynamic documents provide ultimate flexibility to individualize each document to suit the data for a particular
recipient. Document content can change by recipient, based on the data supplied, and the content of the
layout (properties, scripting and so on).

Using the invoice example, with a dynamic layout, Dynamic Invoice Document with 4 Line Items

the space required for the multi-occurring data
rows depends on how many line items are in the

data stream. When there are a small number of A V4 mm -

line items, and sufficient space on the page, the L/ ;_( A i s
next section will flow onto the page following the ... Puacrace O o 27262

line items. When there are more line items than INVOICE

one page can hold, the detail lines will overflow Vo= =7z N
onto a second and subsequent pages as required. AEC Compony, A SOy I

Once all line items are output, DocOrigin Merge e I J

will generate any other sections that should

Unit Price Extended Price

aty
appear on the document according to the 2o%z _ 1Copy Paper Leter : e s
2
4

TENA1  |Beight White Laser Pape, Letter $50.00 $150.00|
specifications and data for those sections. e B Ll
Dynamic layouts are adaptable and versatile, and o e
useful in all situations, including replicating paper [Total Amount Due w0
forms. These are some of the capabilities that
dynamic layouts provide:

e Alayout may have any number of pages
containing static and/or dynamic content, i
with varying page sizes, margins, XYZ Papar Products 123 Whit Strest Gresmvts, FL 12345-6783 E—

orientation, or headers/footers. This
enables data to be targeted to a specific
page or to allow for more usable space on overflow pages.

e Intelligent white space management facilitates filling unused space on a page with advertising,
coupons, messaging, customized offers or notifications.

e Sections can be included or excluded, based on the data stream or certain values in the data.

e Atable with a repeating data row enables processing of any amount of content in the data stream. The
height of one or more table fields can change based on the length of the data.

e Fields that can increase in size means that a field taking in a large amount of text won't overflow.

e Paragraph alignment, for example, when there is a requirement for multiple languages on the
document and the corresponding paragraphs must align.

e Summary information that can be output before or after DocOrigin Merge generates the documents
for a data stream.
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Lesson 2: Build a Static Document Layout

In this lesson, you'll build a simple static invoice layout, with a header, footer and a set of data rows for up to
10 line items. The layout you'll create is based on the document shown below.

% 7' ImoiceNo NG
._.—z\%yﬁ Invoice D:m IW_IJATE
Paper Products Inc.
Purchase OrderNo|  POING 1)
e ™
Ship To
2 )
Item Description Quy Unit Price Extended Price
ATEM - JDESC ' ARSI QT el s UNIT PRICES 0 EXT _PRICE]
ATEM | JDESC Ty CUNIT_PRICE| = EXT_PRICE
ITEM ' IDESC Lary UNIT_PRICE|  EXT_PRICE
ITEM - IDESC Qry. UMIT_PRICE} | EXT_PRICE
CHTEM . DESC Soary ~UNIT_PRICE EXT_PRICE
ATEM DESC LAY UNIT_PRICE EXT_PRICE
ATEM DESC ary UNIT_PRICE EXT_PRICE
ITEM  IDESC ary UMNIT_PRICE EXT_PRICE
ATEM  DESC: ary UNIT_PRICE EXT_PRICE
ITEM | [DESC ary UMIT_PRICE]  EXT_PRICE
Subtotal SUBYTOTAL
Tax TAX
|Total Amount Due |~ TOTAL DUE
| e !
XYZ Paper Products 123 White Sreet  Greenville, FL 12345.6789 Xy Zpaper com

Before You Begin
o Note the location where DocOrigin is installed on your computer.

e The instructions provide exact vertical and horizontal placement of objects that enables you to practice
using the Rulers and object positioning marks. The use of exact placement is common when replicating a
paper form.

e Asyou proceed through this lesson, you will be instructed to save your work at regular intervals. This
ensures that what you have done is available should you choose to stop before completing an exercise.

e You may want to print this page so that the invoice layout is readily available as a reference as you proceed
through the layout process.

Page 20 of 58
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Exercise 1: Start a New Static Layout

To start a new static document layout:
1. Launch DocOrigin Design.

2. Click File > New or click the New icon on the Toolbar.

For a static layout, the container and pane that DocOrigin Design automatically provides for a new layout are
not required. To delete these objects:

3. Inthe Form Explorer, click on "Container1".
4. Press the DELETE key to remove both the pane and the container.

When you install DocOrigin Design, the default page size is set to Letter (8.5" x 11") and the orientation is
Portrait. The Ruler and Grid increments default to 0.1000 inches, or 10ths of an inch. However, using a finer
grid, such as 16ths of an inch, enables you to place objects more accurately on the page, and to better size
objects. To change the grid to 16ths of an inch:

5. Click Format > Form Properties. Click the Grids tab.
6. Inthe Grid Interval area, change the Horizontal and Vertical values to "0.0625 in", and click OK.

Note the change to the increments on the Rulers.

Place an Image File

You'll start by placing the logo:

1. Click the Graphic Image icon |4##¢| on the Toolbar.

2. Place the cursor in the upper left of the layout area, and click.

A placeholder for the logo appears on the page, and in the Form Explorer, a logo icon is added to the
hierarchy for "Pagel".

Form Explorer v o X Il] I'I |2
b b b L Suoa L
=-[F] Forml —
5-[P] Pagel ﬂ_:
* =
E L] n ]
T=
= L L |
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3. Inthe Object Properties window, click the Object tab. Object Properties =

. . . Field Object Table Row Pane
4. Inthe Image File area, click the Browse icon. = :

Name[

Image_File: El

_C:\DocO(ighlUDO\Sa'rple‘s\}(yz PaperPf‘,

5. Inthe dialog, navigate to the location where DocOrigin Design

is installed. Under ..\DO\Samples, open the file: Image resize
. (®) Fit inside box
XYZ Paper Products.tif. Osvetchinsdebox .
OFit to Width m";“:_’ s
The logo is inserted into the placeholder. In the Form Explorer, 8?&?* Height: 0.386in
C ze

the file name appears beside the logo icon.

el i i o WIII||I|IIIIIII|IIII[III|I|III[I|2|IIIIIII
< T Formi {1 R TR TR AT T A A

v [P Pagel
. 3

|

o
11

[FTRLY l._|.l_|.l_|.J T

6. Using the object positioning lines on the Ruler, drag and drop the logo at the 0.75" increment on the
horizontal and vertical Rulers.

7. Size the logo, by dragging the cursor % diagonally down from the bottom-right corner. Release the

mouse button when the bottom-right corner is at the 3.0" increment on the horizontal Ruler and the 2.75"
increment on the vertical Ruler.

‘Tl:p When you size a logo or graphic, DocOrigin Design maintains its aspect ratio (the ratio of the
width to the height) to ensure the image does not become distorted.

8. Deselect the logo, and save your layout.

Your layout area should look like this.

F I * Qo X
ET:::M — _l |||}| _I_|_I_I l I_I_I] |_|_| L “_I_I_]_I_I 1 |_|_|1 |_I_I] |_2|_|J_ |_|_I _|_|_!_| _1_|_I_IJ HIJ_ |_|_|_|_ |_|
v [F] Pagel U_;
s .:.
_II . e = =
= 4
= \ 7
{ N
= / : 'I,/"/
73 2/
= Paper Products Inc.
EE
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Draw and Format Rectangles

Now, you'll draw, position and format the rectangles for the Ship To and Bill To areas at the top of the
document layout.

1. Below the logo, draw a rectangle of any size. ' \”'7
LYz

Paper Products Inc.

2. Use the tabs in the Common Properties window to size, round the corners, and shade the rectangle:

Position Tab Line/Edge Tab
Common Properties v o X Common Properties v ax
[ Po&@ LinefEdge Color Font Para. Position oor Font Para.
Visble: Visble _ v| [ Edges are Visible
Top:| 2.75in Line style: ‘— v|
Left:| 1.25in Width:] 3.0in TRl o -
Height:| 1.25in I: G pr > I
Abs Left: 1.251n op: 2.75in
—— Margins ~—Selected Edges
Top
Mieft (right
L F Bottom
om:
Color Tab

Define Custom Color Dialog
Basic colors:
HrEEMEAEN
| NueE-Een B ¥ |
| §o- 0 0 B N |
EfEEEEEN
EEEEEENEN
| 0 0 0 N N
Pattern: ‘ Custom colors:
AN EEEEEN
— | Alternating panes or rows in table —— EEE[ [
Alt, Background: I | Define Custom Colors 5>
Alt. Background Transp. Lok || Cancd |
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The rectangle should now look similar to this.

3. Duplicate the rectangle to create an area for the
"Ship To" information and place it beside the first
rectangle.

4. Deselect the rectangle.

5. Save the layout. Your layout should look similar to this:

|||[||r||||||5|,d_w[||||||||F|||||||||||||||:|r||||||||||||||||s||||||

Form Explorer
= [F] Forml
~ ] Pagel
*
Icon for each g
rectangle - b ”7’
%\
‘4 ff _,r'
ET_; L —— I|'ll é!
v,
Paper Products Inc.
Data Explorer - 0 X

Bill To
Align the Rectangles

To position the "Bill To" rectangle vertically and align it with the logo:

1. Select the "Bill To" rectangle.

Ship To

2. Move the rectangle so that the top is at the 3.25" increment on the vertical Ruler.

3. Hold the CTRL key and select the logo. Both objects should be selected; ensure the logo is the last object

selected.
4. Click Format > Align to Object > Left.

5. Deselect the objects.

Tip When you use the Align to Object commands,
DocOrigin Design aligns the selected objects to

the last object that you selected.

)
1l

Frin

uJJ-IIJIIlIIIlI

||||||||||||l||

El—o fll .||lJ|J|||||I|||||||||||||||Eu]|'||'|||||||3|||||||||||||u|

Ly
Paper Products Inc.
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To position the "Ship To" rectangle: After Positioning and Aligning the "Ship To"

1' SeIeCt the "ShipTOH reCtangIe HFI|III]III|III|IIII|III|IIIIIIl|?|||IFI|III]III|?II|III|]II|IIIlflllIII|IFI|III1?II|III|III|IIIllrillllIlaIII|IFI|“:’II|III|III|III|?II
and position it at the 4.75" in.
mark on the horizontal Ruler.

| =
||r||_||||||||'|||

2. Select the "Bill To" rectangle.

IIII|I]I|III|I

3. Click Format > Align to Object >
Top.

]
1}

. Paper Products Inc. |

Lglinlils

4. Deselect the objects, and save

[
LL

the layout.

wlhwbubihububul

Add a Table

On a static document layout, a table provides an easy way to create rows and columns of data for the detail
lines on a document, such as an invoice or a purchase order. Drawing the table establishes the physical area on
the layout that the invoice details require.

To add a table to the layout:

1. Click the Zoom Out icon on the Toolbar until you can see the entire layout.

2. Click the arrow beside the Table icon on the Toolbar.

3. Inthe Insert Table - Properties dialog:

Insert Table - Properties

e Set Number of columns to 5. R O SO <

e Set Number of data rows to 10. Number of data rows: 10

|¥] Indude header row at top of table

e Ensure Include header row at top of table 1)
|| Indude header row on page overflow

is checked.

|| Indude footer row at bottom of table

[ ] -
Uncheck Include header row on page overflow. Piickice footar ron onpRge overdon

4. Click OK.

o | [ comce

5. To draw the table on the page, you'll use the object positioning marks on the Rulers.

e Position the cursor at the 0.75" mark on the horizontal ruler and at the 5" mark on the vertical ruler.
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e Hold the mouse button and drag the mouse diagonally down the page. When the positioning lines are
at 7.75" on the horizontal and vertical Rulers, release the mouse button.

6. Deselect the table, and save your work.

DocOrigin Design creates a table of 5 columns and 11 rows; there is one header row and 10 rows for the
line items. Each cell of the header row contains the text label "Header" as a placeholder for a column
heading. Each cell of the data rows contains a field with a name that is unique for that row, but common
for the column in which it appears.

In the Form Explorer, familiarize yourself with the structure of the table. Note that the text labels for the
"Header" row appear at the same level in the hierarchy as the "Data" rows. Under each uniquely named
"Data" row is the set of uniquely named fields for that row.

Form Explorer w0 X
_ﬂ'—:_ |?||[||||||||||||I|I||1|||||||||||||2||||r|||||||||]?||||4||||||||||'|‘||||||[||||||||§n|u|1|l||||l ?IIIIII|III|IIIHlIlIIIlIiIlIIIIIBIIl
o
w [E Tablel

~ [ Header : i s
T o
T 1 \ /
T . N S;’f
T \ o p
. a \ /2

v = Data 2 -
] Field Paper Froducts Inc.
[ Field2
[] Field3
B4 Field4 L]
] Fields

~ [ Datal
[2] Fieldt
Be] Field2 4
] Field3
[] Fields
(] Fields

~ [ Data2 5 Header Header Header Header Header
fe] Field P iz Feid o Fleds
B8] Field2 Fiekf| Fieki2 Fiekd Pt Fiekds
B4 Field3 Pl Fiodd Fieldd Fid Freids
o] Fieldd b Feid1 Fiekiz Feidy Pl Fkls
B] Fields Feml Pz s Fakt Fleds.

w5 Dt Fiekt Fiekiz Fleii3 Feidd ot
] Fieldt Pt FieldZ Fieldl Pk Fiekds
[e] Field2 7 Fiei1 Fueldz Fiidy Fiekld FiokE
B] Field3 Pl Pz Ferd Fadd Fieids.
fe] Fieldd Fiekd! FiekdZ Fiekd3 Freldd ks
L] Fislds

Add Placeholders for the Table Footer and Page Footer

Below the table, you'll add some additional objects that will complete the general design of the invoice. When
you finish, the bottom of the layout should look similar to this.
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1. To create a placeholder for the invoice totals area, draw a rectangle under the table and align the
rectangle to the right-hand side of the table. You'll size and complete this rectangle later.

2. Draw a horizontal line at the 9.75" increment on the vertical Ruler, from the 0.75" to the 7.75" increment
on the horizontal Ruler. You'll add the text labels for the page footer later.

3. Save your work.

The general layout for the invoice is complete. Next, we'll start at the top of the layout again and you'll work
with text labels and fields to complete the layout process.

Exercise 2: Work with Text and Fields

You use the Text Label object to place static text on a layout. With DocOrigin, each text label can contain more
than one font size and font style. You can also set attributes such as justification, tabs, indents, margins and
line spacing. DocOrigin Design automatically word-wraps text within text labels. The justification options
control the horizontal and vertical alignment of the text.

First, you'll create the text labels at the top of the layout for the Invoice No, Invoice Date and Purchase
Order No. Then you'll add the associated fields.

1. Click the Text tool | T | on the Toolbar, click on the page to place a text label, and type "Invoice No".

Tip You can create the first text label and set the appropriate properties, and then duplicate it to
create the other text labels. This method ensures consistency for the vertical height,
justification and font for all of the text labels. You can then simply change the text, as required.

2. Highlight the text using the cursor.

3. Using the Font tab in the Common Properties window, verify the font is Arial and the size is 10 point.
Check Bold.

4. Onthe Toolbar, set the horizontal justification to Left. Set the vertical justification to Middle. EI

5. Press ESC to toggle from typing mode to move mode.

lIll?lil]lllllIlIlIl?lL]ill]lllllllll?llllllllll]
6. Position the object at the 5" increment on the horizontal Ruler.
7. Duplicate the text label by clicking CTRL + D. Use the Down arrow key sinvoicoNo  »
to move the new text label so that it is completely visible.

8. Set the text on the new text label to "Invoice Date".
9. Follow steps 7 and 8 to create a text label for "Purchase Order No".
You will have to size the text label for "Purchase Order No" in order for the text to fit on one line.

10. To align the objects horizontally, lasso the Invoice Date and Purchase Order No text labels. Hold the CTRL
key, and select the Invoice No text label. Click Format > Align to Object > Left.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Deselect the objects.

To space the objects vertically:

e Align the Invoice No text label with the top of the logo.

e Align the Purchase Order No text label with the bottom of the logo.

e To space the text labels, select the three objects, and click Format > Space Objects Evenly > Down.

Add text labels called "Bill To" and "Ship To". This time, use the X,Y Coordinates at the bottom of the
window to place the "Bill To" text label in its appropriate rectangle at the (1.0X 3.375Y) coordinates.

Place the "Ship To" text label at the 5.0" increment on the horizontal Ruler.
Top-align the "Ship To" text label to the "Bill To" text label.

To create a title for the layout, create another text label in the blank space between the Purchase
Order No and the Ship To rectangle at the 5" increment on the horizontal Ruler.

Set the text to "INVOICE".

Highlight the text. On the Font tab of the Common Properties window, set the Typeface to Arial, the Size
to 24 and check Bold.

Set the justification to Left | = | and the vertical alighment to Center. | =

Tip When you create a text label with a long string of text or a large font, the text label must have
enough vertical and horizontal space to ensure all the text is appropriately readable. You may
have to size the text label or adjust the font size in order to properly see all of the text in the

space available.

Deselect the object, and save the layout. The top portion of the layout should look similar to this:

Imvoice No

Invoice Date

Purchase Order No
Paper Products Inc.

INVOICE
Bill To Ship To
21. Make any adjustments to your layout, and save again.
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Create Single Line and Multi-Line Fields

DocOrigin Design is used to create document layouts that, when merged with your application data, produce
customer-focused, high quality business documents. DocOrigin Merge matches the field names in the data
stream to the fields on the layout and places the appropriate values in the fields to product the document.

Fields can be formatted according to their individual requirements by setting properties such as field name,
field type, font characteristics, height, width and so on.

To add the fields to the top of the layout:

1. Click the Field icon on the Toolbar.

2. Click to place a field next to the Invoice No text iInvoice No

label. Adjust the size and position as necessary.

Note that DocOrigin Design automatically assigns a name to the field, "Field6". You can review the
default properties for the field on the Field tab in the Object Properties window, and on the tabs in the
Common Properties window.

3. Inthe Object Properties window, on the Field tab, change the name of the field from Field6 to INV_NO.
Tip To change the name of an object in the Form Explorer:
e click the object and press F2
OR
e right-click on the object and click Rename Object.

4. Deselect the field. Note that the field name is changed.

Create 2 additional fields for the Invoice Date and Purchase Order No. On the Field tab of the Object
Properties window, set the following properties:

Field Name Display as Format as Picture
INV_DATE Text Date MM/dd/yyyy
PO_NO Text String (none)

5. Move the INV_NO and PO_NO fields to the appropriate positions beside their respective text labels, and
top-align each text label and field pair.

6. Position the PO_NO field at the 6.5" increment on the horizontal Ruler.
7. Lasso the 3 fields, ensure the PO_NO field is the last object selected.
8. Click Format > Align to Object > Left.

9. Deselect the fields.
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To create multi-line fields for the Bill To and Ship To name and address:

10. Draw a field that is several lines high in the Bill To rectangle.

Tip When objects are layered, for example, on this layout the text labels and fields overlay the

filled rectangle, it's sometimes difficult to select an object using the cursor. Instead, select an

object by clicking on its name in the Form Explorer or by using the lasso method.
11. Duplicate the field and position it in the Ship To rectangle.
12. Left align the each field with its respective text label.

13. Change the field names to BILL_TO and SHIP_TO.

14. For each field, on the Field tab in the Object Properties window

e Uncheck the Single Line check box. This will allow for multiple lines of address.

e Uncheck Adjust Height. This will ensure field size is fixed and that the data in the field will not expand
the field height beyond the rectangle, that is, excess data will be truncated.

15. On the Toolbar, click Top E to set the vertical alignment for the data in the field.

16. Top align the BILL_TO and SHIP_TO fields.
17. Deselect the fields, and save the layout.

The top of your layout should look like similar to this.

Paper Products Inc.

Invoice No ._”_\IV___NO k]

Invoice Date 1NV DATE

Purchase Order No| _ BTG

INVOICE

Bill To
BILLTO

Ship To

SHIELTO
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Work with a Static Table

Next, you'll move down the layout to the table, where you'll provide the appropriate column headings and
assign meaningful names to the columns of fields.

1. Torename the column headings and bold the heading names, repeat the following steps for each column:

e Click on the word "Header".

e Highlight the text, and rename the heading appropriately for the column as shown below:

. Set the text to bold: click the Bold icon | % | on the Toolbar OR type CTRL+B  OR on the Font tab

in the Common Properties window, check Bold.

When you finish, the table headings should look similar to this:

Item Description Qty Unit Price Extended Price

Eisld

The next step is to size the columns, which can be done in two ways:

e Set a specific Width value for each column using the Position tab in the Common Properties window.

OR

e Select the table, then position the cursor on the vertical line
between any two columns in the table. Drag and drop the vertical
line to adjust the column width. Use the object positioning marks
on the Ruler to determine the column width.

Given the width of the table is 7", use both of the methods described
above to set the column widths as follows:

e Setltem and Qty to 1.0"
e Set Description to 2.5"
e Set Unit Price and Extended Price to 1.25".

When you are finished, your layout should look similar to this:

Item Description Unit Price Extended Price
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2. Change the field names in each column to more meaningful names and set the field properties using the
table below. A blank entry below indicates that the DocOrigin Design default is the appropriate value.

To select one column of fields at a time, start at the bottom of the table and use the lasso method. Be sure

to omit the column heading.

Object Properties, Field Tab Toolbar Button
Default Field Name Rename Field To Format as Picture Alignment
Field1l ITEM
Field2 DESC Left
Field3 Qry Number Right
Field4 UNIT_PRICE Currency | S###0.00 | Right
Field5 EXT_PRICE Currency | S###0.00 | Right

‘Iip Field names can be all uppercase letters, all lowercase, camelCase, or any combination of
upper and lower case letters. However, the field names on the document layout must
match the case of the field names in the XML data stream derived from your databases.
3. Deselect the table column.

4. The last step is to ensure that each row in the table will appear only once in the document.

e Select all the data rows.

e |nthe Object Properties window, click the Row tab. Uncheck Allow this Row to appear multiple times.
This setting is used for dynamic layouts, discussed in Lesson 4.

5. Deselect the table, and save the layout.

When you are finished, the table should look like this:

Item Description Qty Unit Price Extended Price
CrATEMYCIDESC : ATy b UNITPRICEL L EXT PRICE
CHTEM T InESE SATY U UNITPRICE] U EXT PRICE
SETEME DRSS SQTY T UNIT O PRICE ] EXTPRICE
S ATEM DR b QT U PRICE o EXT PRICE
ATEMYDESE CUATY e UNIT PRICE]  EXT PRICE
ITEM:CDESC ATyl UNIT PRICEL  EXT PRICE
e e Aty | UNIT PRICE[ T EXT PRICE
FATEM S DESE Sary b UNITIPRICE] ) EXT PRICE
CTEM Y IDESG COUEQTY i UNIT PRICE] L EXT PRICE
CITEM: S DESC LAY R UNIT PRICE] Y EXT PRICE

View the table in the Form Explorer again. Notice that the text labels in the "Header" section are now
named appropriately, and for each data row, the fields are now renamed as well.
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Complete the Layout

Below the table are the areas for the table footer and page footer. You'll add the text labels and fields to
complete the layout for the invoice. When you finish, the bottom of the layout should look similar to this.

Subtotal SUBTOTAL
Tax TAX
Total Amount Due L TOTAL DUE
xvz Paper Products 123 White Street Greenville, FL 12345.6789 . Xy Zpaper.com

You may want to Zoom In @\ to enlarge the lower portion of the layout at the bottom of the page.

To complete the table totals:

1. To the left of the totals rectangle, add a text label for each of "Subtotal”, "Tax" and "Total Amount Due",
and stack the text labels vertically. Set the following properties:

Common Properties Toolbar Button
Position Tab Font Tab
Text Height Font Vertical Alignment
Subtotal 0.25" Bold Middle =S
Tax 0.25" Bold Middle =S
Total Amount Due 0.5" Arial 12 Bold Middle =

2. Add afield for each of the text labels and set the appropriate properties:

Object Properties Common Properties | Toolbar Button
Field Tab Font Tab

Field Name | Format as Picture Font Justification
SUBTOTAL Currency | S#,##0.00 Bold Right
TAX Currency | S#,##0.00 Bold Right
TOTAL_DUE | Currency | S#,##0.00 12 point Bold Right

Tip By selecting several objects, you can set those properties that are common to them all.
Then you can select each object individually and set any object-specific properties. For
example, by selecting the 3 fields, you could set the format and picture, bold the font and
set the alignment. Then you would select the TOTAL_DUE field and set the font size.
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3. Align each field with the appropriate text label.

4. Select the 6 objects and move them into the rectangle, aligning the right edge of the fields with the right
edge of the rectangle.

5. Size the rectangle to encompass the objects. Subtotal

Tax

6. Draw the vertical and horizontal lines.

Total Amount Due

7. Make any adjustments necessary, and save the layout.

When you finish, the totals area should look similar to the graphic above.
To complete the page footer:
8. Select the line. Use the Common Properties window to set the following properties:
e On the Color Tab, set the color (RGB) values to: Red = 130, Green = 202 and Blue = 156.
e Onthe Line/Edge Tab, set the Line Width to 0.03".
9. Under the line, create the 2 text labels, one for the company information and one for the web address.

e Setthe text as shown in the graphic above. Bold the text. Set the justification to Left for the company
address, and Right for the web address.

e Align these objects horizontally and vertically.
10. Again, save the layout.

The page footer should look similar to this:

IXYZ Paper Products 123 White Street Greenville, FL 12345.6789 Xyzpaper.com

Congratulations! You have finished your first document layout.
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11. Review the layout, and make any necessary
modifications, and save your layout. \m7 — —
12. To view your layout as it currently appears, //'\ % \‘Z fimoce Date WY DATE
— — )
proceed to the next chapter, Test a Document : =
A Paper Products Inc. | B
Layout. Once you see how your layout looks in
e INVOICE
PDF format with "test" data, you can make
= 5 By
adjustments and corrections. Bute ShelTo
BItL T SHIBL T
............................................................ i j
Iem Description Oty Unit Price Extended Price
ITEM {DESC ory: LNIT PRICE L EXT PRICE]
1TEM {DESC ary LNIT_PRICE EXT_PRICE
o tem . pEsc ary UNIT_PRICE EXT_PRICE
ITEM IDESC ary. UNIT_PRICE EXT_ PRICE|
1TEM {DESC ary UNIT PRICE EXT PRICE
ITEM {DESC ary UNIT_PRICE EXT_PRICE
1TEM {DESC QY UHNIT_PRICE EXT_PRICE|
ITEM | |DESC ary UNIT_PRICE EXT_PRICE
1TEM . |DESC ary. UNIT_PRICE EXT_PRICE|
ITEM DESC ary LT, PRICE EXT_PRICE|
Subtotal SUBTOTAL
Tax TAX
Total Amount Due | TOTAL DUE]
XYZ Paper Products 123 White Street Greenville, FL 123456789 XyZpaper com
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Lesson 3: Test a Document Layout

While you are developing a layout in DocOrigin Design, you can use the PDF Preview or HTML Preview function
to view the document that will result from the layout The Preview functions are a very useful development
tool; they enable you to make corrections or modifications throughout the layout process, and not just at the
end when the layout is "complete". For PDF Preview, you simply require Adobe® Acrobat Reader on your
computer to view the resulting output. This is an effective, fast and paperless way to test your layout even if
your ultimate output target is a printer.

To use the PDF Preview feature in DocOrigin Design:
1. Open the invoice you created in the previous lesson.

2. Click Tools > PDF Preview from the menu.

r T

5

@ Auto-generate test data

(7) Use my test data:

3. Ensure Auto-generate test data is selected. This feature will generate a "test" data file.

4. Click Save Data to save the auto-generated data file. Note the location where you store this file. You'll look
at this file shortly.

5. Once the file is saved you are returned to the dialog. Note that now Use my test data is selected and the
file you just saved is the target data file.

6. Click Preview.

The PDF Preview function initiates DocOrigin Merge to combine the layout with automatically
generated data to produce the document. At the same time, DocOrigin Merge creates a log file as an
audit trail of its activity. Should DocOrigin Merge encounter an issue during processing, the PDF
Preview will prompt you to open the log file. It is helpful to open the log file to view any errors.

7. Click Yes to open the log file. Adobe Reader opens to display the document.

Fundamentals of DocOrigin Design Page 36 of 58
Lessons for the Beginner Version: 05_2016



Static Invoice Document with Auto-Generated Data

e - Imvcice No. OO0

/ A Q;Z Mo Bale ow262016
- — ] &
- Purchase Order No 00000000
Paper Products Inc.

INVOICE

o spTo

raseiisg
OOCDOCCOCCO0COONCOO00o,

$1.234 567,590.00| 51,234 567 530 00|
$1.234,567,590.00| 51,234,567.690.00)
$1.234,567,590.00| $1,234,567,590.00
$1.234 567 890 00| $1,234,567 530 00|
$1.224 567,590 00| $1.234 567 530 00|
$1.234.567 590 00| 1,234 567 530 00)
$1.234,567,590.00| §1,234,567.590.00
$1.234 567,590 00| $1,.234, 567530 00|
$1.234 567,890 00| 51,234, 567530 00|
$1.234 567 590 00| $1,.234 567 590 00)

Total Amount Due | $1.234,567.8...

XYZ Paper Products 123 White Street  Greanville, FL 123456783 XYZpaper.com

Your document should look similar to the graphic above. Note that the value for Total Amount Due is cut
off. This is because the font size for the field is too large; the field cannot accommodate the formatted
value $1,234,567,890.00. This is likely not an issue for most businesses! Later in this lesson, you'll learn
how to modify the data stream so that you can specify values that are more in line with your typical values.

In the log file, the error relating to the field value is highlighted in the red rectangle in the graphic below.

ﬂ Static Invoice.log - Notepad

File Edit Format View Help

h616164f26 15:45:57 4rf3q70@ [Merge:JobStart] Version: '3.0.005.87". Command args: '-

form=C: /Users/mhick/AppData/Local /Temp/AtwTempFiles /AtwDESS. tmp -

data=C:/Users/mhick/AppData/Local /Temp/AtwTempFiles /AtwDES3.tmp -config=C:/DocOrigin3.a/D0/Config/Default-PDF.prt -
output="C: /Users/mhick/AppData/Local/Temp/AtwTempFiles/5tatic Invoice_4.pdf" -

logfile="C: /Users/mhick/AppData/Local/Temp/AtwTempFiles/Static Invoice.log" -scriptpath=C:/DocOrigin3.8/User/Forms -
calledFromDesign=C: /DocOrigin3.8@/User/Forms -license=171w72I9Xgf97tB7xc3MNZYDI3I9KCwIY1ZFIhQuiQyTe

$B=C: /DocOrigin3.@/User/Forms $E=C:/DocOrigin3.@/D0/Bin $R=C:/DocOrigin3.0 $N=-Merge $U=$R/User $0=$U/Overrides $F=
$U/Forms $C=$U/Config $S=%U/Forms $L=$U/Logs -message=%$E/DocOrigin_EN.xml".

2016,/04/26 15:45:57 4rf3g700 [Merge:UserName] Logon user name: 'DESKTOP-PATBTPP\OFStest'.
20816/84/26 15:45:57 A4Arf3g708 [Merge:] This program is provided under license to "OF SoFtEEre"

2016/04/26 15:45:57 Wirf3g708 [Merge:OverflowField] Field 'TOTAL_DUE® has overflowed its defined size - some text may
not be visible. Occurred 1 times.

2016,/04/26 15:45:57 4rf3g700 [Merge:DocumentsGenerated] Total document count = 1.

2016/04/26 15:45:57 4rf3g708 [Merge:PagesGenerated] Total Page count = 1.

2016/04/26 15:45:57 4rf3g700 [Merge:ProcessEnd] Merge process completed. Return code: @

8. Review your output, and make any modifications to the layout. Retest until you have a result that looks
similar to the document above.
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The XML Data Stream

The data stream that DocOrigin Merge combines with the layout must be in XML (Extensible Markup
Language) format. XML is a markup language that defines a set of rules for encoding documents in a format
that is both human-readable and machine-readable.

9.

Launch a plain text editor, such as Notepad. Open the data file that you generated earlier. The top of the

data file should look similar to this:

10. The data file is in XML format. There is an opening

11.

12.

and closing tag for each document, page, table
and table row and field in the document layout.
The field names for the data elements are the
names you set that appear in the Form Explorer.

On the layout, the properties for UNIT_PRICE and
EXT_PRICE are set to currency with a currency
symbol and 2 decimal places. When DocOrigin
Merge generates the document, it will format the
numeric values according to the properties set in
the document layout.

Scroll down to the bottom of the file.

Note that the Invoice Date on the PDF preview is
the current date in the format you specified,
"MM/dd/yyyy". Find the XML tag for the
INV_DATE field. Note that the date appears in
"yyyy-mm-dd" format. Dates coming into
DocOrigin Merge from your application data must
be in this format so that it can be output
according to the format specified in the
document layout.

You can change any of the data values in the data file

and use PDF Preview to view the changes; however,

ensure that you don't delete any of the XML tag

information.

13.

When you are finished, exit DocOrigin Design, and
close the plain text editor.

Top of the Data Stream

k?xml version="1.8" encoding="UTF-8"?>
<XmlData>
<Document>
<Pagel>
<Tablel>
<Data>
SITEM»xxxxxxxxxx<,/ITEM>
<DESC »soooonoooonooooonooonnonos /DESC:
<QTY>1234567898</0QTY>
<UNIT_PRICE>1234567898+</UNIT PRICE:»
<EXT_PRICE>1234567890</EXT_PRICE>
</Data>
<Datal>
ITEM:» sooxomexxxx< /ITEM:
<DESC »sooonnooonnoxxe ey < /DESC:
<QTY»1234567898</QTY>
<UNIT_PRICE»>1234567890</UNIT_PRICE>
<EXT_PRICE>123456789a</EXT_PRICE>
< /Datal:
«Data?>
<ITEM:» »oooonooooes / ITEM:
<DESC»xoaonaoaoanonaoaonoononxx< /DESC»
<QTY»>1234567890</QTY>
<UNIT_PRICE»>1234567898+</UNIT PRICE:
<EXT_PRICE>123456789@</EXT_PRICE>
</Data2>

Bottom of the Data Stream

<Data9>
<TTEM» xxxxxmxxxx< fITEM>
<DESC» xooaaaesnaxexxxxxxxxx< /DESC>
<QTY»>1234567898</QTY>
<UNIT_PRICE>1234567890</UNIT_PRICE:>
<EXT_PRICE>1234567898</EXT_PRICE>
<fData9:
</Tablel>
<TNV_NO=xoooooooooe fINV._NO»
<INV_DATE>2816-83-29</INV_DATE>»
<PO_NO>xoooooooomx< /PO_NO>
<BILL_TO>xxxxxxxxxxxXxxxxxxxxxxxxxxx</BILL TO>
<SHIP TO>XXXxXXNXAXXKXAXKKXKXXAXXKKK
KXNXKKNK
XRXKHKKX KKK KKAXKKXKKKAAK L/ SHIP_TO>
<SUBTOTAL»>1234567898</SUBTOTAL >
<TAX>1234567890</TAX>
<TOTAL_DUE>1234567890</TOTAL_DUE>
</Pagel>
</Document:>
</XmlData>
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Lesson 4 - Build a Dynamic Document Layout

In this lesson, you will create a dynamic invoice layout that will enable DocOrigin Merge to handle any number
of line items, rather than the fixed number of line items on the static invoice in Lesson 2.

Dynamic layouts use the container and pane objects. The container defines the area on the output page that
the dynamic content will occupy. The panes and the objects placed inside the panes are the dynamic content
of the layout. Panes reside within the container; each pane contains a portion or section of the document that
DocOrigin Merge may generate based on its properties, JavaScript scripting and the content of the data
stream.

Objects on the layout reside either on the dynamic or static "layer". Only one layer is active at a time, and
when active, all of the typical objects and operations are available. The panes and the objects placed inside the
panes, are on the dynamic layer of the layout. Objects placed directly onto the layout page, including the
container, are in fixed positions on the page, and as such, are on the static layer of the layout.

You can easily toggle between the layers by selecting an object in the Form Explorer. Or, you can use the View
— Dynamic Objects or View > Static Objects commands to select the active layer. As well, the View > Gray
Inactive Objects command enables you to more easily distinguish the active objects.

The dynamic invoice layout will be constructed from some of the objects on the static layout in order to save
the time it would require for you to redraw the objects and set the appropriate properties.

Tip Should you prefer to redraw the layout, be sure to set the properties for each object as
specified in Lesson 2 and in this Lesson.

The layout contains 2 pages. When it generates the output for the invoice, DocOrigin Merge will use "Pagel" of
the layout for the first page of each document. When a document requires additional or "overflow" pages due
to the volume of data in the data stream, "Page2" of the layout will be activated. A document generated from
this layout may contain as many occurrences of "Page2" as are required to satisfy the content (that is, the
number of line items) in the data stream. The properties assigned to the pages and to the dynamic objects,
particularly the panes, table and table rows, provide information to DocOrigin Merge for generating the
document, such as:

which sections of the document are mandatory (must appear on the document)
e the number of times an object or group of objects can occur

e the page to activate when an overflow situation occurs

e whether the rows of a table can be split across pages

e page numbering and page count.

The graphics on the following pages describe the layout for the dynamic invoice.
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"Pagel" of the Dynamic Invoice Layout

I TETL HGT T
l Invoice Date INV_DATE
| .
: Static Content -
: Purchase Order No|  [POLNG| H— "Pagel” Header
Paper Products Inc.
| INVOICE
| .
Bill To (Ship To
- : S =~
—
| Item ‘ Description | Qty | Unit Price | Price | I E)ynamlc COntEI’:;t :
3 [Tmen e [Tov T owemice] e | TableHdrltems" Pane
e e e e e e
Subtotal [ SUBTOTAL
o ! i Dynamic Content -
Total Amount Due TOTAL DUE "TableTotals" Pane

————————————————————— Static Content -
"Containerl"

Page [IPN] of [IPC] | .
X Static Content -
XYZ Paper Products 123 White Street Greenville, FL 12345.6789 xyzpaper.com ’ "Pagel" Footer

-
|
|

Note that the colored outlines on the graphics for Pagel above and Page2
below are only to highlight the sections of the layout for readability purposes

As shown in the graphic above, "Pagel" will contain both static and dynamic content:

e Static Content — "Pagel" Header — This is the header that will appear on page 1 of the document only.
The objects will be copied from the static invoice layout and pasted into the dynamic invoice layout.

e Static Content — "Containerl" — The container is a static object that defines a fixed area on the page
where the dynamic content will appear.

o Dynamic Content — "TableLineltems" Pane — The line items table requires only the header row and
one detail row. The properties you'll set for the detail row will cause DocOrigin Merge to create a row
for every line item in the data stream.

e Dynamic Content — "TableTotals" Pane — This is the totals area that will appear on the document once
all of the line items in the data stream have been processed. The objects will be copied from the static
invoice layout and pasted into the pane on the dynamic invoice layout.

e Static Content — "Pagel" Footer — This is the footer that will appear on page 1 of the document only.
The objects will be copied and pasted from the static invoice layout. The additional text label above
the line uses embedded fields to number the pages in the format "Page X of Y".
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"Page2" of the Dynamic Invoice Layout

e Invaice No

o XYZ Paper Products
Va \' 7 123 White Street

= == Greenville, FL 12345.6789 [Invoice Date

Static Content -
"Page2" Header

Paper Products Inc. xyzpaper.com

[Purchase Order No!  BOING 11

Static Content -
"Container2"

it Static Content -

"Page2" Footer

As shown in the graphic above, "Page2" will contain only static content:

e Static Content — "Page2" Header — This is the header that will appear on all overflow pages for the
document.

e Static Content — "Container2" — The container identifies the area on the page where the dynamic
content for the panes on "Pagel" of the layout will appear. When DocOrigin Merge generates the
document, the dynamic content from "Pagel" will overflow into the container on "Page2".

e Static Content — "Page2" Footer — This is the footer that will appear on any overflow pages in the
document.

Before You Begin
These are a few of the considerations to keep in mind when working with dynamic layouts:

1. Naming Objects: We recommend that you assign meaningful names to objects. Doing so makes it easier to
review the data stream when issues arise. Especially, provide unique and meaningful names to panes.

2. Margins: To create margin between sections of the document, leave the appropriate amount of space at
the top of the pane, and place all objects below.
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3. Size a pane: When you size a pane, all the panes below the selected pane will move up or down on the
layout to accommodate the newly sized pane.

4. Unlimited panes per layout page: You can place an unlimited number of panes on a page, and the panes
may appear to overflow the layout area. DocOrigin Merge will use the scripting and properties in the
layout to determine when to trigger a new page to handle page overflow.

5. Copy and Paste objects: When objects are copied to the Clipboard, DocOrigin Design also copies the
"relative" coordinates of the objects' positions on the layout, as follows:

e When copying objects from a static layout or from the static layer of a dynamic layout, the objects'
coordinates are relative to the top-left corner of the layout area.

e When copying objects from the dynamic layer (that is, in a pane) of a dynamic layout, the coordinates
are relative to the top-left corner of the pane.

When the objects are pasted onto another page or another layout, DocOrigin Design will attempt to place
the objects at their "relative" coordinates, as follows:

e When pasting objects to a static layout or to the static layer of a dynamic layout, the objects will be
placed relative to the top-left corner of the layout area based on their coordinates, regardless of
whether they were copied from a static or dynamic source. The objects may overlap other objects that
are already on the layout.

e When pasting objects into a pane on a dynamic layout, the objects will be placed relative to the top-
left corner of the pane based on their coordinates, regardless of whether they were copied from a
static or dynamic source. When there is not enough vertical space for the objects, unexpected results
may occur, and the objects may overlap at the bottom of the pane.

Start the Dynamic Layout

To start a new dynamic document layout:
1. Launch DocOrigin Design.

2. Click File > New or click New on the Toolbar.

For this lesson, you'll copy and paste the objects from the static invoice that you created, so you'll open that
layout as well.

—d

3. Click Open [ [ | on the Toolbar and navigate to the folder where your static invoice resides.

4. Open the appropriate layout.
5. Use one of the Window menu commands to select your preferred arrangement for the two windows.

6. Activate the window for the dynamic layout to begin the layout process.
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Add a Page to the Layout

"Page2" of the dynamic layout will be used as the overflow page, when the volume of data in the data stream
fills "Pagel" and requires subsequent for the document content. As shown on page 41, "Page2" will contain a
modified header and a simplified footer. The only other object on the page is a container, which DocOrigin
Merge will use to flow the panes from "Pagel".

To add another page to the layout:
1. Click Insert > Page > Insert After this Page.

DocOrigin Design inserts a new page into the layout, and in the Form Explorer, "Page2", "Container2" and
"Pane2" are added.

sz When a layout has more than one page, in the Form Explorer, we recommend that the
name for each page, container and pane be unique.

Get Started on "Pagel"

Now that you have the appropriate number of pages in the layout, return to "Pagel".

The container defines the area where the dynamic content will appear on the document. Since you'll use the
header and footer from the static invoice layout and place them as static objects, you'll size the container
appropriately.

After Sizing the Container

1. Zoomout [S, | to view the entire layout.

2. Click on the container icon in the Form Explorer:

e Drag the top of the container down to the
4.5" increment on the vertical Ruler.

e Dragthe bottom of the container up to the
9.5" increment on the vertical Ruler.

3. Deselect the container.

The layout should look like the graphic on the right.

‘ Create a Static Page Header and Footer

First, you'll create the static page header and page footer on "Pagel". Since the container was the last selected
object, the static objects layer is currently active.

To copy the header and footer from the static invoice to the new layout:

1. On your static invoice layout, lasso the objects for the page header. Copy the objects to the Clipboard:
click Copy on the Toolbar or press CTRL+C.
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2. Onyour dynamic layout, paste the objects: click Paste After Adding the Header and Footer

2 | on the Toolbar or press CTRL+V. 0 1 2 3 4 5 6 7 8

If necessary, move the objects so the top-left corner

of the logo at the 0.75" increment on both Rulers. 1
3. Deselect the objects. g
4. Size the logo so that it's 2.75" wide and 2" high. 3
5. Deselect the logo, and save the layout. 4
6. On your static invoice layout, lasso and copy the B

objects for the page footer.
7. On your dynamic layout, paste the objects.

8. Position the line at the 0.75" increment on the
horizontal Ruler and the 10.25" increment on the
vertical Ruler. g

9. Deselect the objects, and save your layout. 1%

2 PagerProcects 121 Waile Eme! Omenvile FL 1246E8 TP EDEDRS Soem

10. Your dynamic layout should look similar to this graphic.

Use Automatic Page Numbering and Page Count

Embedded fields are metatags within a text label where DocOrigin Merge automatically inserts the value. The

embedded metatag can be either an existing field name on the layout (such as [INV_NO] or a "!" (exclamation

mark) character followed by one of the predefined tags.

On the dynamic layout, you'll embed fields in a text string in the page footer that will output "Page X of Y" on
the document. For "X" (page number), the metatag is "[!PN]", and for "Y" (page count), the metatag is "[!PC]".

To add the page numbering to the footer:

1. ZoomIn to enlarge the layout area.

2. Create a text label in the footer area on the layout. Set the text to: Page [!PN] of [!PC].

3. Setthe font to italics by clicking the

Italics icon | £ | on the Toolbar. Page [IPN] of [IPC]

XYZ Paper Products 123 White Street Greenville, FL 12345.6789 Xy Zpaper.com
4. Position the text label above the

line, at the right.

5. Deselect the object, and save your layout. When you are finished, the page footer should look similar to
the graphic above.
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Create an Object Group

When you have a number of objects that are associated, for example, the objects that comprise the page
header or footer, you can group these objects to link them together into a single unit. You would group objects
to move or size the objects as a group, or as you will do, to create a level in the Form Explorer for a less
cluttered view of that window.

To create an object group for the page footer:
1. Select all the objects in the page footer.
2. Right-click to open the menu and click Link Objects Into Group.

DocOrigin Design displays a rectangle around the object group, and in the Form Explorer, all of the objects
are located under a new Group icon.

3. Inthe Form Explorer, click beside the Group icon, and assign the name "PageFtrGrp".

Tip You can expand or collapse the hierarchy in the Form Explorer by clicking the arrow
beside the Group icon.

4. Deselect all objects, and save your layout.

To create an object group for the page header:

1. Scroll to the top of the layout, and select all the objects for the page header.
2. Right-click to open the menu and click Link Objects Into Group.

DocOrigin Design displays a rectangle around the object group, and in the Form Explorer, all of the objects
are located under the Group icon.

3. Inthe Form Explorer, click beside the Group icon, and assign the name "PageHdrGrp" to the group.

4. Deselect all objects, and save your layout. The header on your dynamic layout should look similar to this:

Invoice No NV _HO

linvoice Date WNDATET

Purchase Order No|  PO_NO

Paper Products Inc.

INVOICE
Bill To Ship To
BILL.TO SHIP.TO
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Set Global Fields

Often, there is one or more fields that must appear on every page of a document, to uniquely identify the
document or the intended recipient. Rather than including many occurrences of the fields in the data stream,
you set the Global property for a field wherever it occurs on the layout, whether it occurs several times on the
same page, or on several pages. The value for the field need only occur once in the data stream; DocOrigin
Merge will use the value in all occurrences of the field where the Global property is set.

Later in this lesson, you'll create "Page2" of the layout, which will be used to accommodate line items that
overflow from the first page of the document onto a second or subsequent pages. The header for "Page2" will
be different than on "Pagel", but will contain the INV_NO, INV_DATE and PO_NO fields and the associated
text labels. These are the fields that will be Global on both "Pagel" and "Page2" to ensure the values appear
on all pages of the document.

To set the Global field property:
1. Onthe layout, lasso the fields for INV_NO, INV_DATE and PO_NO.
2. Inthe Object Properties, on the Field tab, check Global.

3. Deselect the objects, and save your layout.

Work with Panes

Now, you'll focus on the dynamic content of the layout, creating the two panes for the invoice shown on page
40. The panes contain the dynamic content, and their properties provide DocOrigin Merge with instructions on
how to generate that portion of the dynamic document.

Currently, the layer containing the static objects is active. To activate the dynamic objects layer, click "Panel"
in the Form Explorer.

Create a Dynamic Table

You'll add the dynamic table for the invoice. The table will contain the header row and only one line item row.
You'll set the appropriate properties to allow any number of line items on the invoice. When the document is
generated, the line items will flow down the pane until the pane fills the container on "Pagel", then the pane
will overflow into the container you'll create on "Page2". DocOrigin Merge will generate as many overflow
pages as is necessary to output all of the line items in the data stream. Once all the line items have been
output, DocOrigin Merge will output the table totals area to complete the document.

If you want to practice creating a table, you can follow the instructions in the previous lesson and create a
table with only the header row and 1 detail row. Or, you can follow the instructions below and copy the table
from the static invoice and then make the appropriate changes.

1. On the static layout, in the Form Explorer, select "Table1".

2. Click the Copy icon [Ba | on the Toolbar or CTRL+C.
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8.

On the dynamic layout, in the Form Explorer, select "Panel".
Rename the pane to "TableHdrltems".

Size the pane by dragging the bottom-center handle down until the edge is just above the edge of the
container.

Paste the table into the selected pane.

Position the table so that the top-left corner is at the 0.75" increment on the horizontal Ruler and the 5.0"
increment on the vertical Ruler.

Deselect the object.

To remove the unwanted rows:

9. Inthe Form Explorer, under "Tablel", select "Datal", then press the SHIFT key and click "Data9". Press the
DELETE key.
10. Select the "TableHdrltems" pane. Size the pane so that the bottom edge of the pane is at the bottom edge
of the table row.
11. Deselect the pane, and save your layout. Your layout should look similar to the graphic below. Note that:
e The static objects in the header are grayed out. This is because the dynamic layer is active and the
View > Gray Inactive Objects command is set.
e White space at the top of the "TableHdrltems" pane will provide an area of separation on the
document.
e When the bottom of the pane is at the bottom of a repeating set of objects, like the line items row,
there will be no vertical space between the objects, facilitating a table-like structure.
3
3
3
ﬁ ltem Description Gty Unit Price Extended Price
3 L TEM . |DESC ary, UNIT_PRICE EXT_PRICE| ]
=
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Set the Pane Properties

These properties identify the circumstances that allow DocOrigin Merge to cause a page break in the
document:

1. Select the "TableHdrltems" pane. Pane Tab
2. Inthe Object Properties windows, click the Pane tab. Object Propertics -~
3. Check the properties as shown in the graphic: ekt ) Otyeck §TebiE RN o)) Pane
Name: | TableHdrItems
o Allow Split — enables DocOrigin Merge to page break when [(IMandatory [ Allow Multiple
i . . i ) Allow S Force P
the data has filled the container, that is, no more data can fit 5M|z:&p:takaef0,e %M";f&ﬁmer
on the current page of the document. [JLayout in mutiple columns
e Allow Break After — enables DocOrigin Merge to page break, Min height: E‘_’_:”_Q!_‘” V'
if necessary, when all the data for the current pane is Job Section: |Main Y
processed and there is not enough room on the document Overflon Pox I %
page to place the content of the next pane. Overfiow Footers...
Overflow Headers...
4. Uncheck any other properties. Testocars: | |

5. Set Overflow Pg to "Page2" — tells DocOrigin Merge which layout page to activate when the document
page is full and there is more data to process for the pane.

When you finish, the properties for the pane should be set as shown in the graphic to the right.

Set the Table Properties

Now, you'll set properties for the table and each of its rows that tell DocOrigin Merge the conditions that can
cause a page break in the document.

To designate that the table may be split in order to accommodate Table Tab
all the line items in the data stream:
Object Properties v o X
6. Select the table. Field Object Table Row  Pane
Name: | Table1
7. Inthe Object Properties windows, click the Table tab. t
[/] Allow Table to be split across pages

8. Check Allow Table to be split across pages. 7 AP

. . Number of columns: 5
Note in the Table Rows section how the Header and Data rows are
designated. Table Rows:

| Header - Header (at top)
Data -Header (at top)
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To specify that the header row will appear at the top of the table
on the first page of the document, and on any overflow pages:

1. Select the header row.
2. Inthe Object Properties window, click the Row tab.
3. Check the properties, as shown in the graphic:

¢ Row to always appear in table (mandatory) — the row will
always appear on page 1 of the document.

e Header on overflow page — the row will appear as a
header for the table on every overflow page.

4. Uncheck any other properties.

To specify that the line item row is repeating, and to specify when
a page break can occur:

1. Select the line item row.

2. Inthe Object Properties window, on the Row tab, set the
properties as shown in the graphic:

e Allow this Row to appear multiple times: specifies that
the row can repeat as many times as necessary to output
all the available data in the data stream.

e Break Before: an overflow page is triggered before the
current row of data is output (that is, there is not enough
space on the current page for the row).

3. Uncheck any other properties.

Now that you've set the properties for the header and line item
rows, look at the table properties again.

4. Click the Table tab. The Table Rows area has been updated to
reflect the properties associated with each of the rows.

5. Deselect the table, and save your layout.

Row Tab — Header Row

Object Properties v QX

Field Object Table Row  Pane
Name: [ Header |
[C] Allow this Row to appear multiple times

[[Jereak Before [Jereak After
[C] Allow this Row to be split across pages

Min height: (ful hei_«;i'!t)_ v

Row to always appear in table (mandatory)
[“]Header on overflow page

[JFooter at bottom of table

[CJFooter if page overflows

Test occurs: ] ]

Row Tab - Line Item Row

Object Properties v 3 X

Field Object Table Row  Ppane

Name: | Data
E Allow this Row to appear multiple times

[8reak Before [ereak After
|:|A11m\' this Row to be split across pages

Min height: | (full height) v]

[JRow to always appear in table (mandatory)
[CJHeader on overfiow page

[JFooter at bottom of table

[CJFooter if page overflows

Test occurs: | 0

Table Tab

Object Properties v 3 X

Field Object Table Row  Pane

Name: | Table1

[] Allow Table to be spiit across pages

Number of rows: 2
Number of columns: 5

Table Rows:

|Header - Header (at top & on overfiow)
Data -Repeating data row

< >
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Create the Invoice Totals

The totals area for the table will be placed in a separate pane, so that it will occur once per document

following the line items.
To create the pane for the table totals:

1. Select "TableHdrltems" in the Form Explorer.

2. On the layout area, right click to display the menu, and click Insert Pane > Insert Pane After to add a new

pane to the layout.
3. Inthe Form Explorer, rename the new pane to "TableTotals".

To copy the totals area from the static layout to your dynamic layout:

4. On the static layout, lasso the objects in the totals area and copy them to the Clipboard.

5. On the dynamic layout, in the Form Explorer, select "TableTotals".

6. Inthe Common Properties window, set Height to 10.0".

Remember that DocOrigin Design copies the 2 - > 3 r 3
"relative" coordinates of the objects’

positions with the objects, as described on

Xy

page 42. When you paste the objects into a
pane, the coordinates associated with the 6
object's position are relative to the top-left
corner of the pane. Since the totals area is

near the bottom of the page on the static 8
layout, adjusting the height of the pane
ensures there is enough vertical space to 8
paste the objects. -
7. Paste the objects into the pane.
1
Your layout should look similar to the graphic on
the right. 3
EE;
14

8. Position the top right corner of the totals objects at the 7.75" increment on the horizontal Ruler and the 6"

increment on the vertical Ruler.
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9. Select "TableTotals" in the Form Explorer.
10. Decrease the size of the pane so that the bottom edge is below the totals area.
11. Save the layout.

Now your layout should look similar to this:

B
i

]Il]ll]ll]l]]l

E [ rem ] Description [ oy [ unitPrice [ Extended Price |
3 [ mEm pEse [ ety umr price] EXT_PRICE]
s_';- [subtotat ; SUBTOTAL
E [Tax ; TAX|
- [Total Amount Due || ToTaL DUE
ﬁ N | -5 A A

Set Properties for the Pane

12. To specify that DocOrigin Merge can execute a page break in the event that there is not enough space to
place the totals objects on the current page of the document.

13. In the Object Properties window, click the Pane tab.
14. Check Allow Break Before.
15. Uncheck any other properties.

16. Deselect the pane, and save your layout.
Get Started on the Overflow Page

You will recall that page 2 of the layout is the overflow page that will be activated when page 1 is full and there
are more line items in the data stream to be output. This page has a different header and footer than page 1 to
maximize the space available for the document content.

To begin the layout process for "Page2", you'll perform two quick tasks:

e delete the pane. The overflow page only requires a container object. When a page overflow occurs,
DocOrigin Merge continues to output the data for the currently active pane (from page 1) into the
container on the overflow page.

e size the container to maximize the vertical space for the document content.
1. Inthe Form Explorer, select "Pane2", and press DELETE.

2. Zoom out to view the entire page.
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3. Click on the container icon in the Form Explorer:
e Drag the top of the container down to the 2.75" increment on the vertical Ruler.
e Drag the bottom of the container up to the 9.5" increment on the vertical Ruler.

4. Deselect the object, and save your layout.

Create the Page Header and Footer

Next, you'll create the static header and footer for the page. You'll copy the page footer, and a portion of the
page header from "Pagel", and then modify these areas. To toggle between pages, click the appropriate page
icon in the Form Explorer. When you are finished, the page header and footer will look like this:

> /‘ Invoice No TNVHNO g
- T XYZ Paper Products
/ v 123 White Street. -
= == Greenville, FL 12345.6789 Invoice Date NV DATE
Paper Products Inc. xyzpaper.com
Puchass Order o] POLHOTITIT
Page [IPN] of [IPC]

First, you'll create the footer for "Page2":
1. On "Pagel", ensure the Static Objects layer is active. If it is not active, click on the icon for "PageFtrGrp".

Tip To activate a layer, in the Form Explorer click an icon on the desired layer, or use the View
menu commands.

2. Copy the group of objects to the Clipboard.
3. On "Page2", paste the group.

In order to use the company address and web address in the header, you'll remove the group to make the
footer objects independent of one another.

4. Right-click on the footer, and on the menu, click Unlink Group.

5. Lasso the line and the text label for the page numbering. Position the line at the 0.75" increment on the
horizontal Ruler and the 10.25" increment on the vertical Ruler.

6. Deselect the objects, and save your layout.
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To create the header for "Page2":

7. On"Pagel", lasso the logo, and the 3 text labels and fields for the Invoice No, Invoice Date and Purchase
Order No.

8. Copy the objects to the Clipboard.

On "Pagel", you set the Global property for the INV_NO, INV_DATE and PO_NO fields.
Since the copy function saves all the properties for each object, it is not necessary to set
this property on "Page2". However, when you copy/paste objects across pages before
setting all the appropriate properties, you will have to set the properties for identical
objects separately on each page.

Tip

9. On "Page2", paste the objects onto the page.

Note that the objects are placed onto "Page2" such that the top-left corner of the logo is at the top-left
corner of the layout area rather than at the 0.75" increment on both Rulers. This is because the objects
were linked into a group, and the coordinates that DocOrigin Design has copied with the objects is relative
to the position of the top-left corner of the group.

10. Position the top-left corner of the logo at the 0.75" increment on the horizontal and vertical Rulers.
11. Select only the logo, and size the object so that it is 1.5" wide and 1.5" high.

12. Draw a vertical line the height of the logo and to the right of this object. In the Common Properties
window:

e On the Color tab, set a custom color with these values: Red = 130, Green = 202, and Blue = 156.
e On the Line/Edge tab, set the Line Width to 0.03".
13. Deselect the object.

The top portion of your layout should look similar to this:

_||[I|II|i|l|l|||||l|}|l_|II|_|III_bIII_IZIII_IIII_IIII_]III|:Iill|Ill|l||||||_|f|l_|II|_|III_bIII_ISIII_IIII_IIII_]III_|EIII|iII|III|III_|::II_|III_|III_bIII_|8III_|III

=]
1

|III|III|II1|I

=3 Va Invoice No (AL
ol

=
Ll

LAY, ivoice Date | WVIBATELT

Paper Products Inc.

|Purchase Order No|  [POING 77

L]
Ll

14. Scroll to the bottom of the page. Select the text labels for the company name and web address.

15. Drag the objects to the top of the layout.
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16. To combine the two text labels into one label, click Format > Combine Multiple Text Labels.

DocOrigin Design merges the two text labels.

-:XYZ Paper Products 123 White Street Greenville, FL 12345-6789 xyzpaper.com l

17. Toggle to typing mode, and insert line breaks in the name and address.

Leave a blank line above the web address.

18. Position the text label to the right of the vertical line, and size the text

XYZ Paper Products
123 White Street

Greenville, FL 123456789

. . . aper.com
label to 1.5" high and to an appropriate width. TR
19. Deselect the object, and save your layout.
Now, the page header should look similar to this:
imoie o RG]
XYZ Paper Products
123 White Street TS
) Greenville, FL 12345.6789 Invoice Date | INVIDATE
Paper Prod ut:ls Inc. Xyzpaper.com
PPurchase Order No|  [PGIHO 7777

Set the Page Properties

The final step for creating the dynamic invoice layout is to set the properties for the pages.

1. Double-click "Pagel" in the Form Explorer.

2. At the bottom of the Format > Page Properties dialog, by
default, Object is Visible and Count this page when
numbering pages are set. Set the following:

e Check Mandatory — always include this Page —
specifies that for each set of data in the data stream,
that is, for every customer invoice, the document will
include "Pagel".

e Set Overflows to Page to "Page2" —identifies the
overflow page in the event that there is too much data

Page Properties

Page

Name: | Pagel Paper size: || etter

w

{(8.5inx 11.0in) (21.59 an x 27.94 cm)

Orientation
(®) Portrait (_) Landscape

Object is Visible
Count thiz page when numbering pages
Mandatory - always indude this Page.

Indude with Page(s): |

Overflows to Page: |Page2

for the current document to fit on "Pagel. Saipt... | | Notes... Locale: (default)
There are no Page properties to set for "Page2". Cancel Apply
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Test the Dynamic Layout

Using varying numbers of line items, we recommend that you test the dynamic invoice layout to see how the

document appears when all the content is on one page, the line items are on page 1 and the totals are on

page 2, and the line items overflow onto additional pages.

To automatically generate a data stream with a particular number of line items:

1. Inthe Form Explorer, click "Pagel".

2. Under "Tablel", click "Data".

3. Inthe Object Properties window, click the Row tab.

4. InTest Occurs, enter the number of line items.

5. Click the PDF Preview icon

pdf

=

6. Repeat the preview with several different numbers of line items.

on the Toolbar to view the resulting document.

In the event that you receive a message indicating there are errors in the log file, open the file and view the
content. Likely, you have an issue with the property settings. Review the error and ensure all the properties

are set as specified in this lesson. Make the appropriate corrections and try again.

Below are the results of generating invoices using 10 and 20 line items respectively.

Dynamic Invoice with 10 Line Items

Invoios Mo OOOO00C0EK

Inveios Cate owzsane

Purchase Order N0 sooooooooo

| =pTo
EOOCCOOCOOOCOOCCOCCOONCOo:.
Reotrning
TN OO T TR O
.

Hern Description aty Unit Price Extended Price
1 oo |1 1ZM4SE7850 | $1.234,567,860.00| $1.234,567,590.00)
2 oo $1.234,567,590.00( $1.234,567,990.00
Joenoe |} Srenocenreaon oo 123456790 | §1.234.567 590 00/ §1.234 557 550 00|
4 o |4 SOOI TIMSETER0 | $1.204 557 850.00| $1.234 557 550,00
5 oo 123467950 | $1.234,567,550.00( §1.24,567,590.00)
& Koo |6 $1.234.567,590.00 §1.234.567.590.00(
7 xooooex |7 51,234,557 560,00 $1.234,567 490.00|
Ao | O 1IMSETER0 | $1.204 567 850.00] $1.204, 567 590.00)
9 xooooo |9 1234567890 | $1.234,567,550.00( $1.234.567.850.00)
10 om0 $1.234.567,590.00{ $1.234,567,590.00

[Suttotal $1.234,567.590 00
(Tax 51,234 557,590 00|

(Total Amount Due | 51234567 590.00

Page 1001

XYZ Paper Products 123 Whits Streel Gresmville, FL 123456789 yTpaper.com
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Dynamic Invoice with 20 Line Items

Page 1 Page 2
o Invcice Mo cereceen ""f Invcton No sooooooonee
3 e XYZ Paper Products
& } 7, | 1wt steat
N \rvoice Daie 04262016 = Groamse, FL 123456789 Invcio Date 04262016
3@ Paper Prosucts e ryzpaper com
Purchase Crder No o Purchase Order No EOONOCEDN,
Paper Products Inc.
INVOICE 18 xooooa | 1 0000e00ROoOEOnCaano. 122a5ETEG0 | $1.23,567 560,00 $1.24.567.
19 00000 12ME6TER0 | $1.2M,.567 590.00) 51,234,567,
(e — 1234567850 | $1.234 | 51234567,
TG COTECT T IO .
socecon [suntotat $1.234,567,690.00)
OO CCO OO ey Tax $12M,

Total Amount Due | $1.234.567,550.00)

Page 1a2 Page 2af2

XYZ Papec Products 123 Whits Stresl Greemvile, FL 12456789 xyzpaper.com
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With your new knowledge of DocOrigin Design, we hope you are ready to start on another document layout.
We suggest that you review some of the sample layouts that accompany DocOrigin Design; these may assist
you by demonstrating a particular task that you are trying to accomplish. As well, there is additional
documentation about DocOrigin on our web site at: www.docorigin.com.

Fundamentals of DocOrigin Design Page 57 of 58
Lessons for the Beginner Version: 05_2016



Commands & Shortcuts

Use this list to enhance your experience with DocOrigin Design.

LAYOUT AREA

MOVE OBJECTS

Format > Nudge 1 grid unit Move selected objects 1 grid unit.

or use the arrow keys:
Left — to move left Up —to move up

Right —to move right  Down —to move down

Double-click on a Ruler

View > Fields are active

View >Non-fields are active

Format > Default Settings

ADD OBJECTS

Click

ALT + Click

ALIGN OBJECTS

Format > Align to Object

Format > Align to Picked
Extents

COPY & PASTE OBJECTS

Edit > Copy or CTRL+C
Edit > Paste or CTRL+V

DELETE OBJECTS

Access the Grids tab (Format >
Form Properties dialog).

Deactivate one set of objects to
work with the other set.

Set font, unit of measure, line
width and paper size for new
document layouts.

Add an object to the layout for
the selected object tool.

Add another occurrence of a
selected object tool.

Align selected objects to the
handles of the last object selected.

Align selected objects to the
handles of the object that
represents the command. Left
aligns to the left-most object,
Bottom to the bottom-most object,
and so on.

Copy selected objects.

Paste selected objects.

Edit > Delete or DELETE key Delete selected objects.

DUPLICATE OBJECTS

Edit > Duplicate or CTRL+D Duplicate selected objects.

FIND & REPLACE

Edit >Find or CTRL+F
Edit > Find Next or F3

Edit > Replace or CTRL+H

HTML PREVIEW

F7
CTRL+F7

Access find/replace functionality
for layout-specific objects.

Preview the layout in HTML format.

Display the HTML Preview dialog.

NAME OBJECTS

In Form Explorer:

F2

PDF PREVIEW

F5
CTRL+F5

SELECT OBJECTS

On the layout:
Click
SHIFT + Click

CTRL+Click

Lasso

In Form Explorer:
Click
SHIFT + Click

CTRL+Click

SIZE OBJECTS

Format > Resize Objects

Format > Resize Text
Labels to Minimum

Format > Nudge 1 grid
unit or use the arrow
keys:

CTRL+Left - to narrow
CTRL+Right -to widen

TOGGLE TEXT MODES

ESC

Rename a selected object.

Preview the layout in PDF format.

Display the PDF Preview dialog.

Select a single object.

Select an object and deselect any
currently selected object(s).

Select several objects.

Select one or more objects. If
possible, lasso from an area of
white space on the page.

Select a single object.

Select objects that are listed
consecutively. Use the shortcut to
select the first and last objects.

Select specific objects.

Resize selected objects to the last
object selected for width, height or
both.

Resize selected text labels to the
minimum width or height that
accommodates the text.

Size selected objects by 1 grid unit.

CTRL+Up - to decrease height

CTRL+Down -to increase height

Switch between typing mode and
select mode for a text label.
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