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Document Templates

Document templates are model document layouts that can be used to quickly generate
common letters, reports and other documents. The templates can contain merge
symbols, which are symbols representing data. When documents are generated, the
merge symbols are replaced with actual data from the Forté database. In Forté CRM
merge symbols are not limited to text output, such as a contact address—they can also
use live data to generate tables, graphs and charts.

To view existing document templates:

Select Setup ® Document Templates at the top of the main Forté CRM screen.

A list of folders containing various standard and user created document templates is
displayed.

Expand the appropriate folder and double click on the required template to view it.
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To create a new document template:

By default, a user does not have permission to add or modify document templates.
Permission can be given by the system administrator if this facility is required.

From the list of document templates (see above), click the 'New Template' button.

A blank document template is displayed. Set up the template for the letter or report by
inserting the required document styles, text and merge symbols as detailed below. Fort
é provides a full range of word processing options for document template creation.
Existing documents and templates from from various word processors, such as
Microsoft Word, can be imported into Forté CRM in Rich Text Format (RTF). Save the
document in RTF format and use File ® Import RTF to import the document into Forté
CRM.

Click the Save and Close button.

Enter a unique name for the template and a code (short reference name).

Use the browse button [...] to select a folder in which to save the template (for
example, Letters or Reports).

Click Ok to save the template to the database.

The image below shows a template constructed as a client report.
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Headers and Footers

In the above template, the text above the merge symbol 'Asset Allocation Pie
(landscape)' is in a header. To add a header or a footer to a new document, select View
® Headers and Footers in the menu.
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Inserting merge symbols

At the point in the document where you wish to insert a merge symbol, right click and
select 'Insert Text Field’, 'Insert Table' or 'Insert Graph' as required. A list of standard
merge symbols and user defined fields is displayed. Click on the required field to insert it
into the document. Merge symbols are displayed in yellow. There is no limit to the
number of merge symbols you can use in a document, or the number of times you can
use the same merge symbol.

Some merge symbols have parameters and variables. Parameters can be thought of as
constants. They are saved with the document template and are related to the output of
that particular template. For example, ‘include title' or 'add page break’. Variables are
not constant—they must be supplied for each document merge. For example, 'start date’,
‘end date’, or ‘include inactive’.

To set a merge symbol's parameters, click on the merge symbol in the template editor.
The relevant parameters are displayed and can be set as required.

Variables are set at merge time. They appear at the bottom of the Document Merge
screen (see Mail Merge).

Autotext

An Autotext is a frequently used piece of text (or graphics) that has been set up by a
user to enable its reuse in documents. Autotext can be set up using the Autotext option
on the Setup menu at the top of the main Forté CRM screen.

To use an Autotext in a document template, type the name of the Autotext immediately
followed by a + sign. This will be replaced by the actual text stored in the Autotext. For

example, typing STUFF+ will automatically replace that with the Autotext named STUFF.
If you wish to use an Autotext marker in a document template rather than including the
full text, it is suggested that you type, for example, STUFF*. Template users can replace
the * with a + to generate the autotext when required.

Tables
Click on 'Table' in the menu at the top and choose 'Insert Table'. Enter the required table
formatting details. Tables can be modified by using the options in the ‘Table' menu.

Previewing the Merge

When creating or editing a document template, you can preview the output of a merged
document at any time by clicking on the 'Merge' button in the toolbar at the top. You will
be prompted for information (such as an account or contact) required to generate a
document from the template. The test merge is useful for checking the output of a
template as you are designing it, without having to close the editor. Documents
generated using the test merge are not saved to file—this function exists merely to test
the output.
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To edit a document template:

Select a template in the list of document templates, and click the 'Edit Template'
button. The selected template is displayed.

Make the required changes to the template.

Click 'Save' or 'Save and Close’ to effect any changes made.

To delete a document template:

Select a template in the list of document templates, and click the 'Delete Template'
button.

Click 'Yes' to confirm the deletion.

Note: Although you may have permission to create and edit document templates, you
may not have permission to delete them. Care should be taken when deleting a
document template as deleted templates are permanently removed from the system and
there is no easy way to recover them.
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