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Designing Papers 5

Document Design Tutorial

Match-IT can generate all your business documents for you. This includes: quotation letters, purchase orders,
works orders, dispatch notes, inwices and many others. Their papers are the way the information is arranged
on the page together with any formatting information.

Your document designs will be very specific to your business, and often, specific to a particular product or
customer as well. Match-IT recognises this and provides facilities that allow you to define as many designs
as you like. Match-IT will pick the design that is appropriate to the context whenever one is required.

The purpose of this tutorial is to describe how to use the integrated paper designer to create your document
designs. It is not intended to explain every tool and function of the designer; rather it aims to introduce you to
enough of its features to enable you to develop an understanding of how it works and what can be achieved
with it. Once you have done this, it is recommended that you examine the sample designs that came with
your installation with a view to using them as a basis for your own designs.

The paper designer works in a similar way to other designers that you might have used — for example there
may be one included with your accounts system (e.g. Sage Line 50 and 100). Some experience with this
type of facility is assumed in this tutorial. In addition, you may need to use some of the designer’s functions
whose syntax is similar to those found in many spreadsheet packages; familiarity with the use of these is
therefore helpful. Finally, this tutorial assumes you are familiar with the Match-IT product.

1 What is a paper design?

A paper design is the set of instructions that defines how Match-IT is to create each of your printed business
documents. These instructions include which pieces of information you want to include in the document,
where on the page they should be printed and how they should be formatted. They can also include quite
complex refinements to allow different information to be printed in different circumstances. Finally, your paper
designs can incorporate fixed text, lines, boxes, graphics (e.g. logos) and — where appropriate — bar codes.

Match-IT incorporates an integrated paper designer — Combit List & Label — that enables you to generate
these instructions visually and interactively.

2 What are the design considerations?

The single design restriction placed on you is that you can only use the fields (information) that Match-IT
makes available to List & Label. Howewer, a very large number of such fields are available, including all the
ones you are most likely to need. Beyond this, you can produce anything that List & Label is capable of.
Howewer, there are a few general points to note:

e An early decision you will have to make for each document type is whether you want it printed in portrait
(top along the short side of the page) or landscape (top along the long side) orientation. Portrait has the
advantage that more lines of detail can be printed before the document runs to more than one page.
With landscape orientation the extra page width allows you to accommodate more columns of
information in the detail section. While the choice is entirely yours, it is suggested that many
businesses now find that landscape orientation works best for the majority of their documents.

e Most of your business documents will consist of a header area (who the document is to, when it was
created, its identifying number, etc.) followed by some lines of detail (typically the parts being quoted,
ordered, dispatched, inwiced, etc.). It's much easier to design your papers if you keep the header
information vertically separated from the detail information.

e Match-IT provides a large number of fields (places to hold your business information), the detailed use of
which is often up to you; this applies particularly to notes. When deciding what sort of information you
are going to put in each of these fields, you should always be mindful of whether you will want to print it
in any of your business documents. In particular, you should awid mixing ‘internal’ information (intended
only for use within your company) and ‘external’ information (intended for your customers or suppliers) in
the same field.

Creating and refining your designs can be quite time-consuming. If you intend to have more than one version
of each type of business document (foreign language version(s) of documents you send to your customers, for
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Designing Papers What are the design considerations? 6

example), you will minimise the time it takes if you get your ‘master’ version of each document type right
before creating variants and derivatives based on that master. This is because you can use the master version
as a basis for each variant; this will be much quicker than starting each one from scratch.

08 July 2013 © 2013 Match-IT Limited



Designing Papers How do Istart the paper designer? 7

3 How do I start the paper designer?

This topic will explain how to use List & label by taking you step by step through the processes inwlved in
creating a simple example paper. It can be read alone, but is best used as a guide to actually performing the
example in the system itself.

The procedure we will perform here is to create a quotation paper to send to a customer in response to an
enquiry. Most of the same steps are involved in creating any other type of paper, although differences will be
pointed out as we go along.

From the standard menu press Favouri t es| Functi ons| Set up| Set up Docunent s|

Report Layouts. This will present you with a list of all the layouts. (If your menu structure is not the
standard, you can also get there via Processes|Go Anywhere, then find the Report Layouts function in the OP
group and Execut e it.) From the layout list, select the one called User Quot e and press Det ai | .
Select the second tab (Paper). You will be presented with a form similar to the one below.

Report Layout E] .

Layout Mame: Cluote

Layout 10 LzerCuote
1Detail 2Paper |3 Linked To.. |

Paper: [..] UserQuate]

Document Bef: [:]
Faper properies
Class: [ ]| Quote
Generator: bdatch-IT

Oitiseer: LzerCiuote
Diefaults Can Be Edited

[ ] Requires name list
[] Output To File
0 (<) e ) i

Press the Q button beside the Paper field; a list of existing quotation paper designs will appear. Press
New to reveal the form similar to the one shown below.
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Make a new paper

SE=]

The new paper will use this driver; serluote
The new paper will be of this type: ) List ) Label () Card

0: Base the new paper design on this: E] serluote
1. Enter & unique name far yaur paper;

2. Enter a descriptive name for the paper:

Hints

Enter the details abowve, then press the Edit bufton.
Souwill be taken to the WSS document designer where ywou can set
the structure and content of wour paper.

[ Edit ” LCancel

If we had already created a master quotation paper to use as the basis of a new version, we would enter its
name in the space provided at Base the new paper design on this. Howewer, in this exercise we
will start from scratch, so delete whatever is now showing in this space (so that it's left blank), and press

Edit.

This is the point at which the List & Label designer is started, and since we are starting from scratch, your

screen should look something like that shown below:

08 July 2013
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[£=" Paper Design - D:AWORKSETUivelsourceloliHelp Example.lst E]
File Edt Project Objects Wiew 7
Dol 44 =] a o @D
Report structure ﬂ ] 50 100 150 rrn | List of variables ﬂ
[ I [ A Y T S P 0 s v
- | & — PR e et e e e e ey s e v
=52 Variables
5 #-3) Locals
S HeaderType
O T #3) Header
il LW
=] -1 Project variables
T - =G Fields
lsl =]
L DetailType
[y 3 — #-{3) Line
HDLW
E ]
3
[ =
S —
&
Chiects | Report struc... Layers Preview AT
Properties x| -
Be &4 @ -
B General Settings
Active Design Layout 1]
Minimum Page Count 1 .
Project Description List & Label Project File =]
==
Transition EFfect for Slideshow ... N
Mail Parameter %
Fax Parameter A
o
&
o
o
S
I
General Settings e
£
E3 Layout B Layout Preview = . Preview

203,91, 123,32 |3elect -nathing selected-

The three tabs at the bottom of the screen — Layout, Layout Preview and Preview all show the same
information about what's in your document design, but in slightly different ways. The differences are similar to
the alternative views that most word processors offer: ‘normal’ or ‘print layout’, for example.

It's generally easier to design your paper using the Layout view, but periodically move across to the Preview
tab to get a better idea of what the printed document will look like. The Layout Preview tab is intended to be
the best (or worst!) of both. Press the Layout tab now.

Note that List & Label has its own help system, which is accessed in the usual Windows ™ manner. You can
use this to learn about controls not covered in this topic, although the system’s language is sometimes less
than perfect and betrays the product’'s German origins. This List & Label help is entirely separate from Match-

IT's own help system.
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4 How do I change my paper’s orientation?

From the List & Label menu bar, select Pr oj ect | Page Set up, a form will appear as shown below.

. Layout

:

B

Standard layout

Regions | Expart Media |

| 4§

Bl Printer settings
Printer Mame

=] Faper Size
Crienkation

Copies
Duples
Force Paper Size
Paper Bin
Size Adjustment
Sort Copies
Use Physical Page

KOMICA MINOLTA ma...
A4 (210 % 297 mm) (Z...

1 E]

@

Partrait
Landscape

No

Defaulk
Keep scale
nok specified
Yes

Paper Size.Orientation
Paper orientation {portrait or landscape),

v

(04 l [x Cancel

Select Landscape orientation and press OK.
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5 How do I put header information into my paper?

From the Obj ect s menu, select | nsert and then Text as shown below:

{
f
(

g

& Paper Design - D:AWORKSETWive'sourcewliHelp Example .lst
File Edit Project  Objecks  \iew ? _
0 9 & | { 3slect T W .
Report structl.; Insert L Tegt Chrl+T
W Arrange ¥ | [ Rectangle Chrl+R
i f o ;IIipse Chrl+1
— ™. Line Chrl+L
= 3] Picture Chrl+P
[ o [ Barcode Ctrl+E
s Report Container Chrl+C
= Formatted Text Chrl+F
e QFgrm Conkral
Ll _.|Form Template
W HTML Test
= ¥ OLE Container
LS uitip ;
_w._.__ﬁ __J't““‘-’\«mm\ i ‘lﬁa

Using your mouse, define the position for the information by dragging the cursor from one corner of an
imaginary ‘box’ to the diagonally opposite corner. Put the box somewhere near the top left-hand corner of the
page, but don't worry exactly where — it can be mowved and re-sized later.

When you release the left mouse button, you will be prompted for the information to put in the box, like this:
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| /] Edit Text |
Wariables and Functions Condition || Text || Date Format Mumber Format || Operators
| Functions: Eg |
+-gz) Yariables ™

+-1d) Project variables
#-1 ) Numerical functions

|2 Date Functions

|2) String Functions

{2 Misc. Functions

|2) Agoregate Functions

|} Barcode Functions

|ZJ Conwersion Funckions I

Ty R rn B B B B

b
[-/ 0K ] [X Cancel

You will spend much of your working time in List & Label with this form, so it's worth spending a few moments
describing how it works.

The Vari abl es and Functi ons tab is where you specify that you want to put variable information (taken
from your Match-IT system) into your paper: a customer name, an order number, part numbers, for example.
We will come back to this shortly.

The Text tab is where you specify that you want to put fixed text into your paper. In this context, text is
words (or numbers) that will never vary when you print your document. Most of this fixed text is likely to be
short prefixes to your variable information: “To:”, “For the attention of:”, “Signed: ", etc.

The other tabs contain List & Label’'s more advanced features. Don’'t worry about these for now — we will come
back to some of them later.

For the moment, let’s just put some fixed text on to our quote paper. Select the Text tab, and type the word
To: into the box at the top as shown in the below.
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| /] Edit Text &

Yariables and Functions | Condition || Text | Date Format | Mumber Format || Operators

To

T Linefeed ] [ Tab

Edit free text

Insert

(&L (>

3
[-f 0K ] [X Cancel

Now press the | nsert button. You will notice that the text you typed has mowved into the box at the
bottom of the form, as it is shown below in blue, and that List & Label has added quotation marks around it.
The quotation marks will not appear on your printed documents — they and the blue colour are merely List &
Label's way of distinguishing fixed text from other types of information in your paper.
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| /] Edit Text '
: Yariables and Functions Condition || Text || Date Farmat || Mumber Format Cperatars |
To:
T Linefeed ] [ Tab
Edik free text |
| Insert |
"o -
o & 7
= 3 Ta:
L)
[-.r"' 0K ] [)( Cancel

Press the OK button. This will take you back to the paragraph properties dialog that List & Label opened for

you when you released the mouse button while dragging earlier, as shown below:

. Paragraph Properties .
Paragraphs: B o X & B (& |_E_§_| 8] 1 ||
Sl El Appearance =)
Font [Arial 100 pt] =

Format Maone
E Layout
Alignrment Left
Appearance Condition Shiow
Blank Optimization Yes
Inerasable Mo
Justified Mo
Line Spacing 0.0 pk
o Line hesn Mesn =l
Appearance
=y [lwrsTiG v ok | [X cancel

From here, you can change its font, colour, size and other attributes using the controls provided.
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Increase the text size to 11 pt, by clicking in right-hand pane of the Font property (where it says [Arial 10.0

pt] in the example abowve) and then clicking on the icon. This will open the usual Windows™ font selection
dialog, as shown below.

| Font Ba[5]
Fqnt: Faont zhyle: Sizer
| Aurial Reaular | |11 '
£ Aiial A [ Fiegular il [10 []]
() sl Black & | ltalic | ||
€} Arial Marmow Bald 12 [=|
{} Book Antiqua Bold Italic (14
{} Eookman Old Style (16
(} Century Gothic _ (12
{} Comic Sans M5 =] | | |20 [/
Effects Sample
[ ] 5trikeout
[ ] Underline AaBbYyiz
Colar;
I Elack v Seript
|wiestern |
Thiz iz ah OpenType font. This zame font will be uzed an baoth waur
printer and wour screen.

Select 11 pt and press the OK button twice to close the forma. Your text should now be \visible in the design
workspace, like this:

I b
(L 288
¥ x| 0 50 m’

_}— Frp ot oofiod oo linstog Ginlion fiob

S
-

1]

5 T
irTor
=]

2
i &
.I..‘.

)

50

ol Lttt P I""'"’““‘,

From the Obj ect s menu, select | nsert and then Text as before. Using your mouse, define the position
for another box to the right of the existing one. The Edi t Text dialog will open as before. This time, wel'll
enter some variable information rather than some fixed text.

The variables are gathered into groups, which are accessed, via a tree structure that you will recognise from
Match-IT (and other applications e.g. Windows™ Explorer). Press the + symbol to the left of the word
Var i abl es to open up the tree, as shown below:
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& Edit Text

| Wariables and Functions Condition '.Text"': Date Format MNunber Format '.Operatu:urs

e (7]

[\d Funckions:

=155 Mariables
I3 Locals
HeaderTvpe L) Mumerical Functions
[C) Date functions

|2 Header
o
|E) Project variables

[C33 String Functions

[T Misc. Functions

lﬁ Aggregate funckions
|5 Barcode Functions
lEl Canversion functions [v]

T )

1Nse

el 2

[v" oK ] [X Cancel ]

Most of the information we require for the header part of our paper is contained in the Header group, so press
the + symbol to the left of the word Header to display a list of Match-IT files available for use in the quote
header. The only one showing is et h (which is Match-IT's quote header file). Press the + symbol to the left

of the word et h to reveal the list of variables, as shown below:
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| /] Edit Text |
Wariables and Functions Condition || Text || Date Format Mumber Format || Operators
| Functions: Eg
=1+ eth A W
Header Text [ .
Fonker Texk #-1 ) Numerical functions |~
cspExternaliokes 20 e F'-""':ti':_""s
cstExternalkotes =0 g F'-'"":F":""s
|=| PackingInstructions #-D) Misc. Functions _
erhExternallotes #-0) Adgregate functions
@ enhEnquiry +1-{_) Barcode Functions
(Al enhSource ] +-1) Conversion Functions =]l
()
4] |

b
[-/ 0K ] [X Cancel

The symbol to the left of each variable name represents the type of information that the variable comprises, as
shown below:

Formatted text - RTF
Plain text
Logical (i.e. only has yes/true or no/false values)

[# Number

If you are familiar with spreadsheet or database programs, you might expect date information to be a fourth
type. Howewer, Match-IT dates are all passed to List & Label as text; this means that you cannot use List &
Label's date formatting functions to format dates passed from Match-IT. (Howewer, you can use List & Label
functions to take text apart and put it back together again in a different order — see Use of advanced features.)

The first three letters of each variable name is Match-IT's internal code for the data file holding the information.
The remainder is Match-IT's internal name for the variable itself. You will be able to recognise many of these
names: for example, enhEnqui ry (which we can see is a number) is the unique number Match-IT assigns
automatically to each of your enquiries; enhSour ce (which we see is text) is the enquiry source which
appears on the Addr / Not es tab of Match-IT's enquiry form. You will also notice that when a variable is
highlighted, a brief description is shown in the area below the variable list. If there are any names that you are
unable to recognise, a more detailed list is provided in the reference section of the on-line help.

Scroll down the list of variables until you find cshNanme which is the customer’s full name. Click on cshNane
and press the | Nsert button. As with the fixed text we entered before, you will see that it has been placed
in the box at the bottom of the form. The brown colour indicates that List & Label recognises it as a variable.

08 July 2013 © 2013 Match-IT Limited



Designing Papers How do I put header information into my paper? 18

| /] Edit Text |
_| Wariables anu:-l Functions i Condition || Text || Date Format || Mumber Format Operators |
: =
| Functions: |E§|
enhiZussup ] [v]
cshiMame - =
cshTelephane #-13) Numerical functions [~
CehF L | = [C) Date functions
cshaddrass 1 @45 string Functions =
cshEmail -0 Misc, Functions
cehiieh [+ l;i'l Aggregate funckions
enhCantact #-IC5) Barcode Functions
Al cshiccRef [‘,] [ I_El Canversion functions [v]
Custorner full name
Insert
Header.eth.cshMName ()
om| =
3y ethicshiame 5554555585558 S5 S85 R4S 4SSS S P45 55434555844
)
[J oF; ] [X Cancel ]

Press OK, increase the text size to 11 pt in the Text Properti es form, and press the OK button again to
close the form. Your design workspace should now look something like:

st Y
.lll.f . s 2
L RE| BB @ |
X 0 50 100 .
/;,.;..._._ | R T B TP T I (s e el e | (Rl o ] e I e 1 | r
"l'{ (=) = T e e e e e e b i s I ’
— - |
43 8 | = 1
i i Tar Eigreader.eth.cshhlame
<, 1 Y &
= ;

After all this work, you now have a paper that will print To: Joe Bl oggs Li m ted if you were to produce
a quote to a customer of that name.

You might find that Joe Bl oggs Li m t ed doesn't fit in the space you have allowed for it (as defined by the
rectangle shown abowe); this would cause it to truncate (i.e. it might print as To: Joe Bl oggs Lim ). To
prevent this, enlarge the box by clicking the re-sizing handle on the right-hand side of the rectangle, and
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dragging to the right.

You are also likely to find it difficult to exactly line up the To: with the customer name; List & Label can help
you with this. From the Pr oj ect menu, select Opt | ons...to display this form:

. Options .

Workspace Compatibility Formula Wizard

Project Ohjects Prewie
3rid
[+]shaow Grid
[+#]3nap to grid (Cerl-mD
2.00] : rrn horizantal

2.00 = mm vertical

[ horiz. fvertical synchronized

Decimals

Precision; = =

This walue is used For the autamatic conversion of numerical values
inko skrings

Table of Contents (PDF and preview)

maximum depkh; z

[E312

[-f Ok l [X Cancel

Click the Snap to Gri d check box to enter a tick, make the grid a suitable size as shown abowve, and
press OK. You will now find that when you re-size any item in your paper it jumps to the nearest grid
position; this will help you line up the various elements of your paper.

If the elements on your paper look rather small, you can view them at a larger scale by pressing the Vi ew
menu, and selecting 2 Times, 4 Times or 8 Times magnification. Note that this does not change the paper
itself — you are merely looking at it though a magnifying glass. This is similar to the Zoom facility in many
word processors.

08 July 2013 © 2013 Match-IT Limited



Designing Papers How do I put header information into my paper? 20

‘fjikSETuiuetsuurcemlU-lelp Example.lst

frs  Migw ¥ !
]
.;“-‘_ Eull Alt+1 1L = & O K]
= B -
o |1 S BEE b 0 10 20 30 40 50 &0 70 TP
T 4 Times Alt+3 '___||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||?
i I _— e e e |
7 — = 3
| ¥ Layout e t
5 ) o= |
g Layout Preview = = .
? Preview =
H\ e . g_: | . - o f
i S | [To"  [*Header.eth.cshName [ ;
E.;;. [} g :
., ®= | : f
-r\*‘ﬁw‘ et y’ﬂ '-x-._\_,-x__*t—\ r\“H-M\.-&# & ,

Creating the rest of the header section of our quote paper is just a matter of continuing to add fixed text and
variables in this way.

In the illustration below, the customer’s address has been added below the nhame. Because addresses contain
seweral lines of text, the rectangle defining its position has been made deep enough to show all these lines. If
you find that some of your customer address lines are not appearing in your printed documents, you can
increase the space allocated by dragging the resizing handles as described above.

Match-IT allows a separate delivery name and address to be specified for the goods being quoted for, and
these have also been added as shown:

.88 ﬂ
Reader eth cshiddress Reader eth cscheliveryAddrass [Pand & E

JExample.lst -
= ’
Q X2 = @ ® ¢
50 100 150 200 250

1 1 1 1 | I 1 1 1 1 ' I ' 1 1 1 ' 1 0 | ' 1 ' 1 1 ' 1 I I v 1 1 1 ' 1 ' 1 ' | ' 1 1 |?

[Te:" - | Header eth.cehiMame | Deliver To"]- -Header eth cscDeliveryMame 1;

-

!

N il N i il e o P e At gt

In this example, we have come to the point where we want to print a page number in case the quotations run
to more than one page. Page numbers on the printed document are not governed by Match-IT — there is no
variable for this. Instead, List & Label can itself generate page numbers, and you can place them in your
paper by means of a function.

Proceed as if you were going to place a variable in your paper, but when you get to the Edi t Text screen,
press the + sign to the left of the Proj ect and Print dependent functions on the right hand side in
the box labelled Funct i ons: . Click on the function called Page$() as shown in the illustration below. List
& Label indicates to you the purpose of the function that you have selected in the box below the function list.
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& Edit Text
_| Yariables and Functions i Condition 'Text.': Date Format || Mumber Format .Operatu:urs ;
[Vj Functions: |E§|
=) eth [ V]
HeaderText 3
FooterTesxt i =1-13) Project and print dependent functions ]
cspExternaliotes [ Continued ()
cstExternallotes [ Lastpage ()
PackingInstruckions [#) Page () [E
enhExternalMokes Pagﬁj$ (1 [
@ enhEnquiry - Previous ({all})
g - PreviousUsed ({all}) gy
[Al enhSource ] i |
Current page as skring.
Insert
...l
(1. 2]
Ll
1
[ﬂf ] [X Cancel ]

Press | nsert , then OK and OK again to return to the design workspace; the page number will now be
printed on your quotations. In a similar way, you might like to use the Tot al Pages$() function to print the

total pages of the document along with the current page (e.g. "Page 1 of 2").
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6 How do I put my company information into my paper?

Proceed as if you were going to place a variable in your paper, but when you get to the Edi t Text screen,
press the + sign to the left of the Local s category to reveal a list of company information, as shown below:

| /& Edit Text '
Wariables and Functions Condition || Text || Date Formakt | Mumber Format || Operators
| Functions: E;
=1-55) Variables [ T =
=) Locals I
Document TypeManme " =~ Praject and print dependent Functions o
DocumentRef ¥ Contirued ()
[-a] QualityLogo [ Lastpage ()
[# ReportCopies #] Page ()
[# ReportCopy PE";IF{$ ¥
[# ReportPages - Previous ({All})
[Al selfaddriline ] - Previousised (ol =l
i...}

4]

1
lvv ok | [X  cancl

These variables are taken from the Reports Layout defaults (class ol) in your Match-IT system, so if you
change any of these default values you will also change all the printed documents in which they appear. You

will find that the Local s variables are available for use in all types of paper, not just the quotation category we
are working through in this example.

To insert your company name on your quotations, select Sel f Nane from the list. Press | nsert, then
OK. Inthe Text Properties form, increase the text size to 20 pt and select your corporate colour; then
press OK again to return to the design workspace. If you click on the preview tab, you will see your own
company name in a similar way to the illustration below:
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“ample.lst *
(rf LE 22 @ @ 3
P S0 100 l 150 200 250 J
: | 1 1 1 o 1 1 [ s 1 1 1 | 1 1 1 1 [ o 1 1 1 oY
b
1 Your Company Name >
.{_ To: gth:cshiame Deliver To: - - -eth:czcDeliveryhame Drate: - 9/04/09 (
E M ethrcshaddress eth:cacDeliverydddress Pacte -1

F EPESTIEIFIIFISIEIRITIIIES FIPESEREIEIPIISIIEIEI R FIFIE: }
< 4

\ i . \/\* SRR R I pr ENSRERNT TGNy SRE ..J\(

Note that you can change the colour of any item in your paper, but of course this will only be effective if you
print the final document on a colour printer, or send it electronically.

Continue to add other company information to your paper as you wish: your address, telephone, fax and e-

mail for example.
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7 How do I put detail information into my paper?

The detail lines of your papers will normally comprise the parts that you are quoting, selling, making, buying
dispatching or inwoicing. You enter these into your paper by means of a table, which is a type of report
container in List & Label terminology.

From the Obj ect s menu, select | nsert and then Report Cont ai ner as shown below:

41‘i'-"D:lWﬂRHSETHiue\.suurce\nl\l—lelp Example.lst

e
ff"-' Objects  View 7 P
f aelect (3 13 a
:.j-" Insett | [A] Text Chl+T -‘
‘h_} Arrange ¥ [ Rectangle Zkrl+R -
.pét: i Ellipse Chrl+1 J
o .,
Bt ., Line CErl+L '
di 3] Picture Chrl+P *
‘{qde 1| Barcode Chrl+EB }
3 Repu:urt Conkainer CErl+C x__.
ﬁ_‘f; =| Formatted Text Ckrl4-F L *
Gt fooiy
- ), Farm Cantral :ﬁ?
f;'ﬁct: _|Form Template E X
% ObjectList... hum- -+ | MHTML Text }
S % OLE Container :
| ¢
" J g gl .,
" . i amnadillr.. WWM‘J = ,J

Using your mouse, define the position and size for the table area by dragging the cursor from one corner of an
imaginary ‘box’ to the diagonally opposite corner. Make the box the whole width of your page below your
header information, but don’t worry exactly where — it can be moved and re-sized later.

When you release the left mouse button, a dialog will appear asking you which type of container you want.
Only the Tabl e type is usable in Match-IT, so make sure you select the table option as shown below:

| Choose Object Type &

Choose the objeck bype that wou want ko insert inko the
Report Containet:

E (%) Table

i JCrosstab

i { IChart
[-.-" oK ] [)( Cancel

Press OK. Next List & Label will ask you where the information for the table is to come from. A form like the
one below will be shown:
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"] hoose Source Table Path

Please choose the source table here:

Free content
= Header
Line [HeaderZLine]

[-../ oK ] [X Cancel

What you see in this form will depend on the type of document you are creating. It shows a view of all the
information available and how they are related. In the quote example you will see a Header table and below it
a Li ne table. Notice the Li ne table is indented, this indicates it is a ‘child’ of the Header table. This means
for every Header there can be any number (including none) of attached Li nes, i.e. for every quote there can
be any number of quote lines - just as you would expect. A single level like this is the simplest case, you will
find other documents with much more complex structures, in Match-IT the most complex is the works order,
containing 18 tables.

Select the Li ne [ Header 2Li ne] entry and press OK.

Next, a form will be shown to allow you to pre-select fields. This is a tool that is described in more detail in
the List & Label manual. Will not use it here, press OK then OK again. You should now see an outline of your

table similar to the one below:
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Help Example \st
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Double-click anywhere inside the table area to open the Tabl e Cont ent s form, and select the tab labelled

Dat a Li ne as shown below:

Table Contents - Line [Header?Line]

_:Heau:ler Line iData Line I Footer Line

Group Heaﬂer

Group Footer |

A BT X &

=

=S|

| E Design

&1 1+1

|53 Line Definition 1 {empty

Display in Designer
Marme
El Appearance
Defaulk Font
| & Layout
Appearance Condition
Ignore Empty Line
| B Cutline level
Spacing

;besign

3

3
i
]

Fuoea

[&rial 100 pt]

o

5

[0.00, 0,00, 0,00, 0,00 mm]

@ =

O

l [X Cancel
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This is where you specify the columns of your detail lines, and when creating your own papers you will need to
decide on these before you go any further.

In this example, let's assume we want to have 7 columns of information for the items we are quoting to our
customers, as follows:

e Line Item Reference
e Our Part Number
e Customer's Part Number
e Description
e Quantity
e Quoted Price
¢ Quoted Delivery Date
To specify these columns, click the append column icon: 2. This opens the Edi t Tabl e form as shown
below:
| J&] Edit Table |
Yariables and Functions Condition || Text || Date Format | Mumber Format || Operators
| Functions: Eg
+1-zz) vYariables e
+1-Id) Project wariables -
&) Fields =143 Praject and print dependent Functions el
DetaiType [+ Continued ()
503 Line [+ Lastpage ()
#] Page ()
Pages ()
- Previous ({allk)
e PreviousUsed ({all}l) [
...
4] *]
1)
[-f Ok ] [X Cancel

You should immediately recognise this form as being almost identical to the Edi t Text form that we used
earlier for our header text and variables, and indeed it operates in the same way. The difference is that we
now have a group of Fi el ds inthe Var i abl es and Functi ons section, as shown abowe.

Most of the information we require for the detail part of our paper is contained in the Fi el ds group, so press
the + symbol to the left of the word Fi el ds, and then Li ne to display the Match-IT files available for use in
guotation lines. et q is Match-IT's quote line file, and you will also notice that a Qual i fi er s group may also
be present; all qualifiers relating to your products can be included in your printed documents by adding them
to your papers. The Qual i fi er s section will only appear if you have created appropriate qualifiers. See
Setting up qualifiers for how to do that.

Scroll down the list of fields until you find Li nel t enRef er ence. This is to be the first (i.e. left-hand) column
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in our details section, so select it and press the | nser t button, then OK to return to the Tabl e
Cont ent s form.

The Tabl e Cont ent s form should now appear as shown below:

. Table Contents - Line [Header2Ling] |

Header Line || Dataline | Footer Line || Group Header || Group Footer

B X % B 2] g4
- - El Design =
= |Z) Line Definition 1
; : Mare
Ling etq.LineltemReferance
El Data
(Contents) Line.etq.LineltemRe. ..

El Appearance

Background Transparent
Export as Pickure Mo
Forit [&risl 100 pt]
Format Mone
Rotation o=
Text Format Maormal Text
E Action
Link, LIRL
D'_'E!';igl'l ==

Zustomer reference for the line item

=g [-/ o4 l [X Cancel

Notice that a number of properties are shown in the area on the right hand side of the form; these enable you
to format the column and its contents (i.e. the Li nel t emRef er ence). If you select (click on) each of these
properties in turn, an appropriate editing facility will be displayed in the right hand half of the property which
enables you to change the value of the property. In the illustration shown below, the width of the column has
initially been set to 30mm, but you can change this using the control provided.
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. Table Contents - Line [Header?Line]

Header Line || Dataline | Footer Line Graup Header

- X & 5

| = I3 Line Definition 1
Line. etq, LineltemReference

Custamer reference For the line item

@ =

:
Group Foaker
Bz] 4 =0
" Text Format Mormal Text =
E Action
Link URL
Bl Layout
Aligrment Left
Appearance Condition Shiow
Blank Optimization Yes
Fik Wrap
Fixed Height not defined
Frame
Justified [ a]
Line Spacing 0.0 pk
Yert, Alignment kop
Width 30.00|
Width
Width,
[-/ Ok l [X Cancel

By clicking the append column icon: 21, add in tumn the remaining 6 columns in the same way. If you've
managed to find the right variables from the list, your Table Contents form should then look as shown below:
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| Table Contents - Line [Header2Line] &8
Header Line || Dataline | Fooker Line Group Header Group Fooker
B-2 X & B t || 8§ +]
_ : “Text Format Mormal Text =
= |2 Line Definition 1 2
Line.etq, LineltemPeference = ﬂ..EtIDI'I
Line . etg.engCurPartMurm Link URL
Lire etq. engTheirParkMurm El Layout
Line . etq.mchMame Aligrment Left
Line. etq.FarmattedQty Appearance Condition Show
Line etgzengl/aitbrice Blank Optimization Yes
Line.etq.engDelBy :
Fik Wrap
Fixed Height not defined
Frame
Justified Mo
Line Spacing 0.0 pk
Yert, Alignment kop
Width 30,00 E
Width =
[LL_date]The date delivery is required on Width.
By [-./ Ok l [X Cancel

Press OK to close the form, your design workspace should look as shown below:

\olHelp Example 5t =JElEs
J X 250 mm
I [ [ R [ 1 |
Shar = el

4 Locals.SelfName

¢

L -

g y | 7o Headerethcshame 1 [Delver Tal Header eth cecDeliverdiame | - [Date™ | Header sth enhduo

" -

,'.“- H Header.eth.cshaddress Headereth.cscDeliverpAddres ‘Pane| Paged

50

Lire et LiriettemRy | Lire sty engOurs s Lineew.equheirPalLire.em michiane |Line.cto Fonmatied {Line £tg.eoqlinif it Line.etq.end:)elElvl

100
|

kL s e o PRREERRREy SrNEY N \"'”‘-\,\ A s -h-n»w"M IRREY Y RRAT e N iy

You will notice that at the moment our 7 columns do not take up the full width of the table we have defined.
This is just as well, because some columns may need more than the 30mm width that List & Label has
initially allocated. For example, the Description column nchName will almost certainly need more space.

There are two ways to adjust the width of each of your columns: you can activate the Dat a Li ne tab on the
Tabl e Cont ent s form, select the column you want to alter and specify its width in millimetres.
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Alternatively, you can do it interactively by placing your mouse cursor over the column boundaries and
dragging them to the positions you require. As you move the mouse over a column boundary, you will see the
cursor changes to the usual Windows™ column re-size icon, just drag that boundary to where you want it.

When you have increased the width of the Description column, you should have something like this:

<urceloliHelp Example.lst [=[E=]
.
Al 8 LE 22 2@
¥
EIS 0 50 100 150 200 250 mm
ks |||.|'|.|.|.'|.|.\'\..|.|.|.|.|.|.|.|"|.|.|!'.|||v.|||v.\\
e i o E T P s T e A
Locals.SelfName
I i ot HeaderethcshName -~ ¢ [Deliver To] Header athcecDeliveryName |+ [Date’ 1 Header sth enhguol
y o Header.eth.cehaddrass Headereth cecDeliveryiddres ‘Page’]| Pagedd
s LE
é. i
e
+ =
.).5
.\:) 0
“\ Line etq Lingttemp | Line. eto engQurPa | Line £tg.engTheitR: |Ling. sty mchiame Lireﬂq.Forrna'ta:!t|LineeTn.end.lrﬂPnt|Line ety enoDelBy
3 o
.-/‘, 1
b
i =
s-
.
L a
\,
kN
)\
) _
ers
S o
L x|
el e~ t :
@" REVIEUEEY X TV N '-"»«--.M.M_._...,._, —ehin e B e e e R e R g

When you are creating your own papers, you will probably have to use a certain amount of trial and error to
optimise your column widths: too wide and you are wasting precious page width; too narrow and the contents
of your columns will be truncated.

If it proves very difficult to prevent the contents of your columns being truncated, you can tell List & Label to
wrap onto a second (and subsequent) line. To do this, select the column you want to be wrapped, and
change the Fi t property from Tr uncat e to W ap as shown in the illustration below:
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. Table Contents - Line [Header?Line]

Header Line

Data Line |

-3 X &

| = 12 Line Definition 1
Line.etq, LineltemPeference
Line . etg.engCurPartMurm
Line,etq.enqTheirParthum

Line. etq.mchMame

Line . etq.Formatted by

Footer Line

E5|

Line.ektq.englnitPrice

Line.etq.enqDelBy

Graup Header

t 3

Cur material lang name

@ =

Group Fooker

| 8] [+
" Text Farmat
E Action
Link URL
Bl Layout
Aligrment
Appearance Condition
Blank Optimization
Fit
Fixed Height
Frame
Justified
Line Spacing
Yert, Alignment
Width

Fit

Sets the behavior if the text is koo long for one line.

Mormal Texk ™

Left

Shiow

Yes

1| E]
Truncake

Wrap

Shrink,

Compress

Formula. ..

99.00 mm

lv

Ok l [X Cancel

We now need to add some headings to the columns of detail lines so that our customers know exactly what

each column is. To do this, select the Header

presented with this form:

Li ne tab on the Tabl e Cont ent s form. You will be
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| Choose a Table Line Definition .

The row you are krying to edit is empty, Please choose whether you want ko use
the definition of anakher row or skark the field selection wizard,

[ Empty line
[# Start field selection wizard
[Z Choose existing line
|2 Data Line
=% Line Definition 1

[-a./ (84 l [X Zancel

List & Label is asking you whether you want it to create column headings to match the details we have just
specified. It's easiest if we do this, so select Li ne Definition 1 andpress OK. List & Label will then

create headings with the same column widths as your detail lines, as shown in the illustration below:
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. Table Contents - Line [Header?Line] .
Header Line | Dataline || Fooker Line GFDL!I:I Header Group Fooker
-5 X & ©® B 40
S = B = Design
=0 |ne" _E IRESD : Display in Designer Shiow
LineltemReference
"engourParkMurn” LEIG
"enqTheirPartMum" E Appearance
"mchrtarme" Default Fonk [&rial 10.0 pt]
:F::urmal.:teu:.thl:;.f" El Layout
ERgiinithrics Appearance Condition Shiow
"engDelBy" L
Ignore Emply Line Yes
Cutline level n

@ =

Spacing

Design

[0,00, 0,00, 0,00, 0,00 mm]

lv

8]4

l [X Cancel

You will notice that List & Label has used Match-IT's field names for the column heading names, but we can
change these into something more meaningful. Double-click on each heading name in turn and edit the text

to something of your choice, as shown in the illustration below. You may also want to centre-align the column
headings as shown.
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Table Contents - Line [Header?Line]

Header Line | Dataline || Fooker Line

E-#F X # 5B

=I |2 Line Definition 1
"Ttern Mo"
"engurPartMurn”
"engTheirParthum"
“michiarne"
"Formnatted by
"enqUnitPrice"
"engDelBy"

_-..

Gtoup Header || Group Fooker
8 [EE & @
Text Format Morrnal Tesk =
E Action
Link URL
Bl Layout
Alignmenkt 0 E]
Appearance Condition Left
Blank Optimization Centerad
Fit Fight
Fixed Height Decimal
Frame Formula. ..
Justified [ a]
Line Spacing 0.0 pt
Yert, Alignment kop
Width 30,00 mm
Alignment =
Text alignment,
[-./ Ok l [X Cancel

When you have given all the column headings meaningful names, press OK to return to the design workspace
and select the Pr evi ewtab. Your paper should look similar to that shown below:

“pliHelp Example 5t

[SE2] %]

Your Company Name

Ta: | ethieshiMame Deliver To: - ethicscDeliverdlame Date: aro4ma
ethicshAddress ethicscDeliveryiddress Page: 1
SRS FEEEE SRS R B SR EES SEEEREEEBERE IS PR ESE SR BI LS
Item Mo Cur Patt Mo four Part o Description Giuantity Unit Price Dielivery,

FEREFIEEE

ategLireltemReferer ety engCurP athurr [ g engTheirP athiu | et mchiam e
FEPEIPITRIRTIET | TSI EIETTIIGE | S SR IR IR IR M IS R IR P I S I BRSO DR SR IR

etopF ormattedty | et engUnitP rice: - |9/0409
$1
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You will notice that the columns are all separated by vertical borders, and also that the items on your
guotation are separated by horizontal lines. However, you can control whether these borders appear.
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To do this, right-click in the table area and select Properti es from the menu shown. A list of properties for
the table will be shown to the lower left of the design area, like this:

EEERE @

El Design
Mame

Separatar Ticks True
Bl Data

Filker True

Source Table Path Line
Bl Appearance
] Default Frame

Layout @[Hnriz. Priorit:

Left

Top

Right

Bokkarn
] Fixed Size Mo

B Layout
Appearance Condi... Show
Column Counk (Default
Diskance Before 0.00 rmrn

Design

Scroll down and select the Default Frame property, then press the I:J button that appears. The form shown
below appears:

Frame Properties .

Presefls Lire

N Frammes @ outline Type:

Frames and distances to the content {unit: mm):

L - - = = ——r—— rrrrrereer
e

0.50

1.00 1.00

*
41

0.50

To apply the chosen line tyvpe, select one of the presets, click the lines in the preview or use the butkons,

[-/ Ok l [}( Cancel

41F
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To remowe the border lines, click on the line you want to remowe, it disappears. Click again, it comes back.
Press OK when you are done. Note: You are editing the default frame for all lines in the table, so it will affect
the header lines too (i.e. the column titles). You can put them back on those by editing the frame for the
individual column titles. To do that, double-click on one of the column titles so that the Tabl e Cont ent s

form shows with your column title selected. Then select the Fr ane property, press the |...J button that

appears and the same frame form as shown abowve will appear. But, this time only the column selected is
being affected.
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8 How do I add more data lines to my paper?

Despite your best efforts to optimise column widths, wrap text, etc. you may still find that you need to print
more information in some of your business documents than there appears to be space for. If you had this
problem on a manual system, you would probably solve it by putting more information into one or more of the
existing columns underneath what is already there. This is also possible with List & Label.

Double-click on the table to open the Tabl e Cont ent s form, select the Dat a Li ne tab, select the Li ne
Definition 1 folderand press the [Z] icon. This will open a dialog to allow you to create another line, as
shown below. Note: The [Zj icon must be selected when the Li ne Def i ni ti on 1 foldericon is selected,
otherwise you'l get the dialog to add another column to the existing line rather than that to add a whole new

line.

Choose a Table Line Definition '

The row you are krying to edit is emply, Please choose whether wou want ko use
the definition of anather row or skark the field selection wizard,

[ Empty line
[# start field selection wizard
[Z Choose existing line
|Z) Header Line
= Line Definition 1
|y Data Line
= Line Definition 1

[-./ (4 l [X Cancel

List & Label is asking you whether you want it to create a second data line to match the column headings or
data line we hawe already entered. It's easiest if we do this, so press OK. List & Label will then create a
second row of data which is identical to your first detail line, as shown in the illustration below:
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| Table Contents - Line [Header2Line] &8
Header Line || Dataline | Fooker Line Group Header Group Fooker
B- & X & 8 t 52| §i @
—— T El Design

=0 Line F‘E |n|t|u:un. 1 Display in Designer Shiowa
Line.etq, LineltemPeference
Line . etg.engCurPartMurm Name
Line,etq.enqTheirParthum Bl Appearance
Line . etq.mchMame Default Fonk [&rial 10.0 pt]
L?ne.etq.FDrmal.:teu:.IQty El Layout
t!ne.e:q.enqﬁn:gnce Appearance Condition Shiow

ine.etq.engDelBy !

=17 Line Definition 2 lgnore Empty:Line e

Line etq.LineltemPeference Outline level u

Spacing

[0,00, 0,00, 0,00, 0,00 mm]

Line,etq.engCurPartMurm
Line . etq.engTheirPartMum
Line . etq.mchiame
Line.etq.FormattedQty
Line.ektq.englnitPrice
Line etq.enqDelBy

Design

@

List & Label will give your new line the name Li ne Defi ni tion 2, but you can rename these lines to
anything that is meaningful to you. Right-click on the Li ne Definition 2 line and select the Renane
Line Definition item as shown below:

[-/ Ik l [X Cancel

Insert Table Line
Append Table Line
Rename Line Definikion

Insert Colurmn L4
Append Colurmn L
Select Al

Collapse all Line Definitions

Cuk
Copy

Delete

We now need to specify the information we require in this second line of data. In our example, only the
Descri pti on column (which is the fourth one) is to have extra information. Double-click on each of the
other columns in turn and replace what is there with blank text. Then double-click on column 4 and replace
the contents with some text — Dr awi ng No: ,— a plus sign and then the field called nchDr aw ngRef .
Press OK to return to the Tabl e Cont ent s form, which should now look as shown below:
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. Table Contents - Line [Header?Line]

Header Line || Dataline | Footer Line

B- X X
| =2 Line Definition 1
Line.etq, LineltemPeference
Line . etg.engCurPartMurm
Line,etq.enqTheirParthum
Ling: etq.mchMarme
Line . etq.Formatted by
Line.ektq.englnitPrice
Line.etq.engDelBy
ine Definition 2

EE| t &

=5

—

B

Graup Header

Drrawing Moz "+Line. etq.mchDrawingRef

£ | 0

@ =

Group Fooker

El Design
Marne

E Data
(Contents)

Bl Appearance
Background

Export as Picture
Fank

Format

R.otation

Text Format

Bl Action
Link URL

Der-.ign

“Drawing No:"+Line...

Transparent
1 [u]
[Arial 10.0 pt]
Mone
e
Morrnal Tesxk

lv

8]4

l [X Cancel

A second line showing the drawing number will now be printed underneath the part name in the

Descri pti on column of our quotations.

Press OK to return to the design workspace, which now appears as shown below:
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- f Headereth.cshAddress Header.eth.cscDeliverpddres [Fane"] Pagef {r
,_\\: 5
52
=
i
ol i “ltem Mo! "o Part Mot aur P att o' "Deschtion” Ay "Unit Price” "Delivery
'\_\_ N | Lime etoyLingtemBr|Line. g engOuP e | Line eto.epg TheiP | Line: etopmehiMame Lireete Forn atedt| Line. ety enddritP ic [Line ety engDelBy
o e "Dravsing Moy Line et mchD ravingR et
1 =il
S Bt
N, BN
-
Fak) i
ks | Smzdgih . peenery
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9 How do I put footer information into my paper?

Match-IT provides a notes field for recording any information about the enquiry as a whole, and you may wish
to print this at the bottom of your quotation after the list of items being quoted. (Similar fields exist for each of
your main business documents: sales orders, purchase orders, works orders, despatch notes, inwices, etc.,
and you may want to do the same thing with these documents.)

To do this, double-click on the table to open the Tabl e Cont ent s form, then select the Foot er Li ne tab.
You will be presented with the Choose a Table Line Definition form as shown below:

Choose a Table Line Definition '

The row yiou are krying to edit is empty, Please choose whether wou want ko use
the definition of anather row or skart the field selection wizard,

[ Empty line
[# start figld selection wizard
= Choose existing line
|Z) Header Line
< Line Definition 1
| Data Line
= Line Definition 1
= Line Definition 2

[-/ o, I[X Cancel ]

List & Label is asking you whether you want it to create footer entries to match the columns in our detail area.

We don’t want to do this, so select Enpty | i ne and press OK. The Table Contents form should now look
like this:
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. Table Contents - Line [Header?Line]

A E X & B

u:l i_ine i:)n.aléir.u.itiun 1. l{empt.}:-']l

Header Line || Data Line [l Footer Line |

Graup Header

@ =

B

Group Fooker

&1+

El Design
Display in Designer
Marne

Bl Appearance

Default Fonk

Bl Layout
Appearance Condition
Ignore Emply Line

Cutline level

Spacing

Design

Shiowa

Shiow
Yes
n

[0,00, 0,00, 0,00, 0,00 mm]

[&rial 10.0 pt]

lv

8]4

l [X Cancel

Footer information is entered in the same way as all other data in the table. The notes for the quotation as a
whole are called enhExt er nal Not es; do not be confused by the fact that they are in the Header group of
variables as shown below! (In this context Header simply means information relating to the quotation as a

whole, rather than the individual items being quoted.)
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& Edit Table
_| Yariables and Functions i Condition 'Text.': Date Format || Mumber Format .Operatu:urs ;
[Vj Functions: |E§|
=) eth [ V]
HeaderText B
FooterText -0 Mumerical Functions F
cspExternaliotes D Da'_:E F"'”':ti':_"-'s
=| csrExternaliotes 2 string functions =
=| PackingInskruckions (2 Misc, functions )
=| enhExternaltlokes L Agaregate functions
@ enhEnquiry e |5 Barcode Functions
(<] i | @ [T Corversion Functions v
The external notes for this quote
Insert
Header.eth.enhExternalMotes| ()
M 1 B
\id) ethienhExternallotes (The external notes for this quote) $$d¢ttdttdtsdtdtttsdbtdsbttdiedsbtdditdssss. .
[J oF; ] [X Cancel ]

Press OK, increase the width of the column to that of the whole table, and change the Fi t property to W ap

to enable your notes to extend to more than one line, as shown below:
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. Table Contents - Line [Header?Line]

- X & 5

[ = u:l Line IZ.);aFinil.:iDn -1
Header, eth.enhExternaltotes

Header Line || Data Line || Foater Line ' Graup Header

The external notes for this quate

@ =

:
Group Foaker
Bz] 4 =0
" Text Format Morrnal Tesk *
E Action
Link URL
Bl Layout
Aligrment Left
Appearance Condition Shiow
Blank Optimization Yes
Fik Wrap
Fixed Height not defined
Frame
Justified [ a]
Line Spacing 0.0 pk
Yert, Alignment kop
Width 275,00
Width
Width,
[-/ Ok l [X Cancel

Press OK again to return to the design workspace, which should now appear as shown at the bottom of the

next page.
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10 Use of advanced features

This section covers a few more advanced features available.

- -a.\;‘ .. B i s - mmtannn rﬂrr-«'mm‘ PPN e .......l" .\, b \w\___ ’-4-»”...'\
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10.1 Conditional printing

Up until now, this user tutorial has guided you through the basic processes that most of your business papers
will require. However, List & Label also has a number of capabilities that enable you to incorporate more
complex requirements into your papers.

Most useful of these advanced features is the conditional expression. In the context of your business
documents, this is saying: “if a field (piece of information) is equal to something, then print one thing;
otherwise print something else”. For example, in the quotation paper we have created throughout this tutorial,
we could change the delivery address in the header section such that if no separate delivery address were
specified for an enquiry, the quotation document would say “As Quote Address” instead of being left blank.

To do this, double click on the delivery address area in the paper, and then double-click again on the
Header . et h. cscDel i ver yAddr ess of the Par agraph Properties form. Click on the tab labelled
Condi t 1 on to reveal the form shown below:

| /] Edit Text &

Yariables and Functions Condition || Text || Date Format Mumber Format || Operators

Zondition

=

i Edit...

Expression if condition is True

i

i Edit...

Expression if condition is False

=

i Edit. ..

D;} Inserk

|

[J" 0K, ] [X Cancel

List & Label helps you build up conditional expressions so that you don’t have to worry too much about the
syntax. First of all, delete the Header . et h. cscDel i ver yAddr ess from the bottom box so that we can
start again.

The condition we need to test for is whether the delivery address is blank. Press the Edi t ...button beside
the Condi t i on box to open another almost identical form. Select the delivery address from the list of
variables in the usual way, and press | Nser t . Then add an equal sign, which you can either type in
directly to the bottom box, or select from the Oper at or s tab, select = and press | nsert . Toentera
‘blank’, go to the Text tab and just press | NnSer t, or type in two double quotation marks yourself. Your
form should appear as shown below:

Press OK to return to the condition form which will be as shown below:
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| /] Edit Text &

Yariables and Functions | Condition Text || Date Format | Mumber Format || Operators

Condition

Header.eth.cscDeliveryfddress =

Expression if condition is True

Expression if condition is False

Ja  Edi...

o Edit...

Insert

<L 3] 7
3
[-f 0K ] [X Cancel

The first part of our conditional expression is now in place.

The second stage is to §pecify what we want to print if the condition is true — that is, if there is no delivery
address. Press the Edi t ...button beside the Expressi on if condition i s TRUE box, select the

Text tab and type As Quot e Address, then press | nsert and OK to return to the condition form. This
completes the second part of the conditional expression.

You can probably guess what you need to do now: press the Edi t .. .button beside the Expr essi on i f
condition Is FALSE box, select the Vari abl es and Functi ons tab and select the delivery address
from the list of variables in the usual way. Then press | nser t and OK to return to the condition form. This
completes the third and final part of the conditional expression, and the condition form will be as shown below:
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| /] Edit Text &

'-.-'ariaI.:;Ies anﬂ Functions | Condition | Text. | Drake Fu:urmat. | Murnber Format Operakors |

Condition

Header.eth.cscDeliveryfddress =™ Ji  Edi...

Expression if condition is True

"Az Quoke Address"

Expression if condition is False

Header.eth.cscDeliveryfddress Ji  Edi...

Insert

om & 7

3
[q.r"' 0K ] [X Cancel ]

If you now press the | nser t button, List & Label will build the conditional expression automatically from
the three elements you have provided, as shown below:
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| /] Edit Text
Yariables and Functions Condition || Text || Date Format Mumber Format || Operators
Condition
Header.eth.cscDeliveryfddress =™ Ji  Edi...

Expression if condition is True

"&s Quoke Address” o Edi...
Expression if condition is False
Header.eth.cscDeliveryfddress Ji  Edi...
D;} Insert
Cond{Header.eth.cscDeliveryAddress = ", "as Quote Address",Header.eth.cscDeliveryaddress))| ...
: i

* . ethicscDeliveryaddress
L) Gobtastt000 56000050060 05500 S5000 000060540000 SE6SEEEEEEEEHEEHE6544455. .

[../ 0K ] [X Cancel

The structure of the expression is similar to that found in spreadsheet packages you may have used. Press
OK twice to return to the design workspace.

There are numerous uses for conditional expressions. For example, documents usually look better if the
printing of fixed text is suppressed when the variable information associated with it is blank. Hence your paper
may contain Dr awi ng No: as fixed text, followed by a variable drawing number taken from Match-IT; if this
number is ever missing, your document will still say Dr awi ng No: , but have nothing after it. You can
prevent this by using a conditional expression.

Another form of condition available to you is appearance conditions. These allow an entire row of data from
the details section of a paper to be suppressed if a condition is false. This can be useful in situations where
you want to vary the column structure of the details section in a paper according to a specified condition. For
example, if you cancel a line of a purchase order to a supplier, you will need to send your supplier written
advice of this. In this situation, you might want to replace several columns in your purchase order paper (e.qg.
quantity, price, delivery date) with a single column saying ORDER LI NE CANCELLED. Two data lines are
therefore required in your table: one which specifies what to print if the order line is not cancelled (the usual
condition), and a second to specify what to print if it is. This can be achieved with appearance conditions.

To do this, select the data line in your table that you want to control in this way, select the Appear ance
Condi t 1 on property, drop down options and select For mul a. . ., as shown below:
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. Table Contents - Line [Header?Line]

Header Line

;I- v

=5

DataLine | Footer Line GFDL!I:I Header

X & B t

| =153 Line Definition 1

Line.etq, LineltemPeference
Line . etg.engCurPartMurm
Line,etq.enqTheirParthum
Ling: etq.mchMarme

Line . etq.Formatted by
Line.ektq.englnitPrice

Line .etq.engDelBy
ine Definition 2

—

Drrawing Mo "+Line. etq.mchDrawingRef

PR FR

@ =

Group Fooker

Bl Design
Display in Designer

Marne
Bl Appearance
Default Fonk
Bl Layout
Appearance Condition
Ignore Emply Line
Cutline level
Spacing

Appearance Condition

Appearance condition, The ikem will not be printed if this
condition evaluates to False,

Shiow

[Arial 100 gt]
True E]
Shiow
Hide
Formula. ..

lv

8]4

l [X Cancel

You can build any legitimate expression in the usual way, using combinations of variables, text, functions,
etc. The illustration below is an appearance condition created for the second data line in the example used in
this tutorial (which adds the drawing number into the Descri pt i on column of our paper).
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. E Edit Appearance Condition .

Wariables and Functions Condition || Text || Date Format Mumber Format || Operators

| Functions: E;

=2 etg Al -
PriceBasisDescripkion |
rchIzsueMotes +-I ) Murmerical Functions P

engExternallokes -0 Dalfe F'-""':ti':_""s

TheirPartDescription -0 St_r""g Furu:f:mns

=] OurPartDescription *-{) Misc. functions

[#] engline +-1 ) Aggregate functions

enqTheirParthum = +-|_) Barcode Functions
] 1 ol +-I ) Canversion functions s
Line.etg.mchDrawingRef <> " ()

4] 3] “

jr)True
[-/ 0K ] [X Cancel

The appearance condition is saying: “only print this second line of data if a drawing number is present for the
part being quoted”. (Note: ‘not equal to blank’ is the same as saying ‘is present’.)

There are many other facilities available in List & Label. Far too many to mention here. Explore the List &
Label help file and experiment. With a bit of imagination you can do amazing things.

10.2 External functions

In the paper designer there is a function available called Ext er nal $() . This is used to provide access to
certain wizard operations from within your paper. The Ext er nal $() function takes a single string parameter.
That string must be formatted as a CSV list (Comma Separated Value) of terms. The first term must be the
wizard operation name. Subsequent terms are whatever parameters are required by the wizard operation.

Only wizard operations that are of type FUNC can be used, and they must produce a string result and only
take input string parameters. Consult the wizard operations help to see the list of operations available.
Examples are gxDeQuot e and nmGet Text .

If the parameters to be passed to the operations could contain commas (,) or quotes ("), then enclose the
string in double quotes ("), e.g. Ext er nal $(' nnmGet Text, "' +Met hod. nch. Notes+' "")
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11 Printing Labels

Papers for labels are produced in much the same way as any other business document. The most important
difference is that when designing for labels, List & Label provides a large number of standard labels sizes for
you to choose from. This facility is accessed be selecting Pr 0] ect
menu bar. When designing a label, the Layout form has an extra tab called Tenpl at es as shown below:

| Page Setup...from the List & Label

Layout

_:Fleginns _Export Media | Templakes |

[ Marne

Avery Dennison

Size x

Size v

Disk =

Disk v

aunt ;| aunk -r*ﬂ

(user definedy

11536 Direck Print ) 50,30 mm 12,70 mr 0,00 mrm 0,00 mrn 1 1
11537 Direck Prink &) 41,27 mm 12,70 mrn 0,00 mrn 0,00 mrn 1 1
4150 PLP Mailing Lak|  &8.90 mm 28.57 mm 0,00 mrn 0,00 mrn 1 1
4151 PLP Mailing Lak|  &3.90 mm 28.57 mm 0,00 mrm 0,00 1 1
2226 Prink or YWrite || 52,47 mm 16,23 mm 0,00 mrm 45,76 mm 1 2
G227 Prink or Writke 1) 56,38 mm .52 mm 0,00 mrn &7.48 mm 1 2
G227 Prink or Write 1) 56,38 mm 14.91 rrn 0,00 rrn 62,10 ram 1 2
5227 Prink or YWrite 1) 56,38 mm 15,89 mm 0,00 mrm 55,11 mm 1 2
5476 Prink or YWrite ¢ 31,75 mm 31.75 mm 4,77 mm 0,00 i 2 1
5496 Prink ar \Write © 31.75 mm 31.75 mm 4,77 mm 0,00 ramn 2 1
5497 Prink or Write ¢ 31,75 mm 31.75 mm 4,77 mm 0,00 mrn 2 1
5493 Prink or Write ¢ 31,75 mm 31.75 mm 4.77F mm 0,00 2 1
5499 Prink or YWrite ¢ 31,75 mm 31.75 mm 4,77 mm 0,00 2 1
Q170 PLP Mulki-Purpe] 66,67 mm 25,40 mm 0,00 mrm 0,00 mrn 1 1
9176 PLP Mulki-Purpc] 87,32 mm 17.47 mm 0.00 rarn 0.00 rrn 1 1 =
ERE 1 | [
[#]only show templates for current page settings

[-{ Ok l [}( Cancel

Select the size you require from the list on the Tenpl at es tab, or if it is not available you can create your
own by setting the dimensions manually. To do this select the Layout Defi ni ti on property on the

Regl ons tab and click the icon that appears, as shown below:
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%% vertical

Layout
i Reqions [_Ex_pn:nrt Media || Templates )
[@=] &; =
= | 2 4] |@|
Standard lawvouk E Layout =]
3 Lawaout Definition Q9,00 mm = 3., E|
Size (horizontaly 99,00 mm
Size (wertical) 358.10 mm
Horizontal Dista,.. 2.50 mm
Mertical Distance  0.00 mm
Horizontal Count 2
Wertical Count 7
Horizontal Offset 4.60 mm
Wertical Qffset 15.80 mm
Prink Crder 2
Bl Printer settings =
Ii.éruul: Definition
|For label and card projects: sets the workspace
|area.
[-uf" oK l [}( Cancel
You will be presented with the Page Setup form like this:
Page Setup .
Horizonkal () Werkical (v " O
Page: 210,00 mm 297.00  mm
Offset: XE C 4,60 mmm 15,80 mm @ Help
(.
—ir
.
Size: a1 99,00 mim 38,10 i
IC
—ir
Distance: % 2,50 T 0,00 T
—ir
rumber; 2 7
Print Crder
[ ] (=1
horizontal horizontal bokbam u
(S Oher e | (harzantal ettom up

%% {Jvertical boktam up
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When you come to use your label paper to print labels, you can direct Match-IT to print from a specific
location on a part-used label sheet. For this option to be available, the Pri nt on this station nowand
Preview then allow ne to choose a printer... options must be checked on the Match-IT
Conf i r mprint dialog form, as shown in the illustration below:

-

Caonfirm
Confirrn Frint Dptions

[T] Uze an alernative print queus

Llze this F"rintgueue:g General

[] Print fram thiz station now
I 0 Print the report to the nominated printer or output media without presviewing
1 Print the repart ta a printer or autput media | choose without previewing
@ 2 Preview then allow me ta choose printer and output options befare printing
1 3 Preview anly [vou can shll prink fram within the preview)

Main document layoutis: [...] UserOrderAck
[] Uze an alernative copy count
Print this mary copies: [.] 1
[] Uze an Alternative paper

Usze this F’apergesign:g UserDrderdck

[] Do nat priet Linked layouts

l_“ Mail Dpts R Yes | [x Mo I

Pressing the Sel ect . . . button onthe PASS 2: Sel ect print or preview options or

cancel dialog that then appears activates a form that allows you to specify which label position on the sheet
should be the starting point for printing.
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Batch Labels: 1877 [Copy 1 of 1]

PA5S 2 Seleck print of preview options of cancel

Prink Target
-._j KONICA MINOLTA magicolor 544000

+| Direct to... |q_ﬂ Prinker [v] & Options. .. |
Opkions
il First Page: 1 E
‘" )
= .
EEE] Pages:
=al
(CRange(s)
(Enter pages or ranges, separated by commas if necessary,
ex, '1,3-4,10-%
Prink: |a|| selecked pages [v]

LLLL
LLL}

Skart position;

Line ¥, Colurmn 2

" Start [)( Cancel
The form will look similar to that shown below:
Choose Start Position
Label Order
Print Crder
L&
7o

55
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You will see an image of the layout of the labels on the page which will reflect either the template you selected
or the dimensions you specified when designing the label. Just click in the space where you want the first
label printed.

When designing the label, you can also specify the direction in which printing proceeds from the starting
position if more than one label is to be printed at a time.

Print Crder

% {#3horizontal botkom up

%% ivertical %% iwertical bottom up

Four options are available as shown in the Pri nt Or der group on the Page Set up form. While top-left to
bottom-right seems natural, this can increase the risk that labels from a partly used sheet detach during
printing and jam your printer. Using the labels on a sheet from the bottom towards the top reduces this risk;
to implement this, select the hori zont al bot t om up option.

Like other business documents, labels can display different types of information: fixed text, variables,
graphics, bar codes, etc., and these are entered on your label papers in the usual List & Label way. As
before, the variables that are available to you will be those that are appropriate to the type of label paper you
are designing.

Note that you cannot put tables on labels since the concept has no meaning in this context.
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12 Printing Multiple Tables

The example we have used so far only had a single table in the paper. This is all that is available for a
quotation. Howewver, some documents in Match-IT can have more than one table, for example a dispatch note
has two (the dispatch items and the stock batches that make up those items) and a works order can have up
to eighteen!

When more than one table is available, when you create the first one you will be asked to select the data
table. A form similar to the one below will be shown as you release the mouse after having drawn the area for
the table:

| —| Choose Source Table Path |

Please choose the source table here;

Free content
—I-Header

kit [HeaderZKit]

- Material [HeaderZMaterial]
Oukput [Header 20ukput]
Part [HeaderzPart]
Return [Header2Return]

- Skepstart [Header2stepstart]
Tool [HeaderZTool]

[-./ ik l [)( Cancel

This will show all the available data tables. Select the one you want, another form will then be shown like the
one below:
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. Pre-selection of fields for a line definition

Line name:

IJseful to distinguish between different lines of the same tvpe.

Insertable Fields; Columns;

+-zz) Mariables
=)-|Ed) Fields
DetailType
03 kit

|F‘Iease choose the Fields to be printed in this line. Properties can be set in the next step,

lv

O,

l [X Cancel ]

This allows you to quickly select the fields you want by dragging them from the left pane to right pane. Only
fields that are valid in the context will be shown. After dragging, press OK and the table contents definition

form you've already seen abowve will be shown:
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. Table Contents - Kit [Header2Kit] .

Header Line || Dataline | Fooker Line Group Header Group Fooker

= X & B | &)t
—— — “Rotation s . :::
= QEK?tEEL::tE:h:ﬂaterial Text Farmat Maormal Text
Kit.wti, FormattedQty El Action
[#] Kit.wti. meciBatchhum Link URL
kit wiki. mciLocation B Layout
Aligrment Left
Appearance Condition Shiow
Blank Optimization Yes
Fik Wrap
Fixed Height not defined
Frame
Justified [ a]
Line Spacing 0.0 pk
Yert, Alignment kop

i del e B, T . T

Appearance Condition

Appearance condition, The ikem will not be printed if this
condition evaluates to False,

_T_ [-./ Ok l [X Cancel ]

This can be edited in the same way as you've already seen. When you've done that and pressed OK to get
back to the design workspace, you'll see a pane called the Report St ruct ur e (if this is not visible, press
View | Wndows | Report Structure inthe menu). Initially it will show just a single table, like this:

Report struckure ﬂ
@ P X % B

= | Repaort Conkainer
Table: Kit [HeaderzKit]

Objects Report str... Layers

You can now add more tables by using the tools available from this pane. Each table will occupy the same
area on your paper, but the information content will be different. The tables will be printed in the order you see
them here. You can also specify the order the records are printed within each table. To do this, press the
drop-down on the Sor t i ng property in the properties window, as shown below:
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Group Footer Lines |t wkiimciflotes
Kik.vati:mchlssueMotes
Kik. ki Quantity
Kik.vati:Length

kit ki width

Kk vaki: Height:

Kk ki Unitheight

kit wki: Tokalw'eight
kit ki Formatbed Oty
Kik wti: mchraterial

Group Header Lines

kit ki mchManme

o - L a2 e ? _,-""- =17 E .__.1
Properties ﬂ __
o [t o] - {
Bl Design =5
Marne = 2l .
Separator Ticks True ~5 *
Bl Data i *
Filker True i '
Source Table Path Kit _- *
Bl Appearance E i
Cefault Frame i ’
Fixed Size Mo = __ J
Bl Layout = )
Appearance Condi,.. Show i
Column Count (Default) -
Diskance Before 0,00 mm s i
Cutline level 0 & |
Pagebreak Before  MNo i
Pagebreak Condition False __
Sorking E] E — 4'
El Line Options @
Data Lines kit ki ExternalMates ,
Faooker Lines Kik vati:mchDescription .
d
-

kit wkiimchTechSpec

Sorting
Sort order to use,

n

For a complete example, open the User JobCar d paper in Match-IT and explore how it is setup. The table
structure for that is shown below:
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Report skructure ﬂ
B =X & 2 t

= | Report Container
[Z] Table: kit [Headerzkit, Kit.whimeiLocation]
[Z] Table: Part [HeaderzPart]
| Table: Tool [HeaderzTonol]
—--|z| Table: StepStart [Header25tepsStart]
[Z] Table: StepOp [StepStart2StepOp]
[#] Table: Return [HeaderzReturn]
[Z] Table: Output [Header2output]

Objects Report struct... Layers

In this example, the kit section is printed, then the parts list, then the tools list, then the steps, then the kit
returns, then the outputs. Within each step, the operations (resources) are printed.

Each table can be printed more than once if you want, for example you could print the kit list twice, once in
location order and then again in batch number order. To do this, just add it to the structure again.
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