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TEMPLATES

About Document Templates @ ‘

The create button enables user to open any application and associated
templates. The associated templates are predefined by an administrator and usable
by all Invu system users.

Setting Up Document Templates

Create a folder called Templates in the Shared Invu Drive e.g. i:\
Log into Invu as the sysadm

Open the Administration settings

Select “File Type”

In the column called “Not a create Document”, tick the boxes of the files that will not
require document templates for. (See _Fig001 for example)

For file types that require a document template, complete the “Template File Path”
pointing it at the Templates folder created on the Shared Invu Drive See _Fig:001.

4 File Type Maintenance E‘@|E|
v| D
File Type File Category Deszcription Template File Path Mat a Create ~
Document
C5Y Other Comma zeperated Yanables =} v
DGM Dirawing Microgtation Wector File v
.oac wiord Proceszor | Microzoft 'WORD I\ rveul atah T emplates ™
DwiG Drawing Autocad Vector File v
FHD Other Fax Header v
FMF 1ML image Fax attachment v
HTH Other Wweb Document i~
JPG IN%L image ipea v
WP wWord Processor  { Lotus Amipro v
MDE Other databaze file v
M5GE Other M5SGE Auto Ingerted i~
PCx picture file v
POF Other pdf file v
PPT power point presentation v
RTF rich text format v
SAM Woord Procezsor  { Lotus Amipro - version 3.1 v
TIF 1ML image TIFF GP4 Ragter v
TRT Text ASCI Text v
wkd Spread Sheet Latus 123 - version 2.1 v
HLS Spread Sheet Excel spreadsheet |-\l atat T emplates r
ZIP Other Winzip file v w
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¢ Click on the large green tick button to apply the settings.

¢ Place the documents that will be used as templates in the Templates folder in the
shared Invu Drive e.g. I\ InvuData\Templates folder drive.

Using Document Templates

¢ Click on the “Create” button on the Invu task bar (_Fig:002)
¢ _Fig:003 will open; select the application and choose the appropriate template.
¢ Click ok, this will open the application and also the corresponding template.
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