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gold fact sheet

Importing a PDF Print Background into Gold

e |mporting the PDF
e Replacing an Existing PDF
e Assigning the New Background to Prints in Gold

This is a step-by-step guide on importing a PDF background into Gold for Forms Printing.

Prerequisites:

e The new file to be imported must be in PDF format.

e The file size is 100KB or less.

e That you can export out of the gold into the tmp folder on your PC, this will mean that your PC is
already configured to Import into Gold. (Please contact your System Administrator if you can’t export)

e That you have access to System Management and Housekeeping in Gold.

Importing the PDF

1. Save the PDF background in your “tmp” folder, which is located on the C drive (The same place
exported files from gold are sent to).

2. Classic Gold: System Management — Document Store/Forms/Rules — Background Forms Maintenance.
Windows Gold: Housekeeping - Document Store/Forms/Rules — Background Forms Maintenance.

3. Classic Gold: Press F2 to bring up the File Transfer Details.
Windows Gold: Click the “Import” button at the bottom of the screen.

4. Press enter though the file transfer details page and it will appear with a list of PDFs in your tmp folder.

Background Forms Maintenance Company 1 B+
A Barkground Form |
Anend Mode - E
Background Form:
[ select Backuronnd e =
Flename Vodihed
+ Tugyhocs pdl [ L]

Filename
TrustyInuoice.pdf

Use Arrow Keys to Select Item Required
2z F3 Find |Fh4 F5 Fé F7 F8
] o Find

5. Select the PDF that you want to import into the system and press Enter on the keyboard.
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6. Add in the details:
Form Name: Name of the background form E.g. invoice
Colour:

elect Colour if it is to print a colour PDF background
Select Mono if it is to print in black and white
Description: A brief description on what the PDF is for
Background Forms Maintenance

Company 1 New Distribution Dat

8
Background Fi ]
Amend Mode sackground Fam [
Background Form:

(8 sebect Background File

| Filename  HModified |
TrustyInuoice. pdf

Select Back grnunn FllE‘

Flerams

8 inerFarm Detate

Fomm Name:
Enter Form Details

[x]
Calour
Descipfion

Form Nane: INUDICE2 ) oo

Colour: Colour

iption: linuoice 29.06.17
nter the Descriptmn
X i !

Replacing an Existing PDF

1.

IF you are replacing a form that is already in the system, you can type or select the name of the

’
background form you are replacing and say yes when it asks you to update it
Background Forms Maintenance Company 1 New Distribution Datd I

finend Mode e —
Background Form:

Madifed

@ sdect eabeowitile K
Fisname 5
Select Background File e
-
TrustyInuoice. pdf / :

Form Name:

Colour:

Enter

Form Details

Description

[0k ] _coneel

2. When you go back to the main Background Forms Maintenance screen it has finished importing the
new PDF to the Gold system
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Assigning the New Background to Prints in Gold

1. To assign a new Background Form to the Gold system you will need to know the name of the
Background Form you have imported into Gold (Ref. 6 in Importing the PDF).

2. Classic Gold: System Management - Document Store/Forms/Rules - Document Forms Maintenance.
Windows Gold: Housekeeping - Document Store/Forms/Rules - Document Forms Maintenance.

3. Press Enter in the identifier box and it will list the types of prints you can assign a Background Form to.

Document Forms Maintenance Company 1 New Distribution Datd
Amend Mode Ideniiy [ Depot Cade ’4 |
Identity: Depot Code:
‘Select Farms Type

derity Depal  Opian  Descripion

Select Forms Type :VEJ.: o T:Nfu —

AUPLH Planned

AUPLT Plant Advice Notes
AUPOS POS Aduice Notes
AUWGD Wholegood Aduice Notes
AUWSJ Workshop Aduice Notes
AUligd Wholegood Aduice Notes
CF Custom Forms

CFWGD Wholegood Custom Forms
CFuWSJ Workshop Custom Forms
CL Custom Labels

Use Arrow Keys to Select Item Required
F2 F3 Find |[F4 F5 Fé F7 F8

Identity Depot Option Description HRLT  Padee s

4. Once you have selected the type of print you want to change, type in the name of the new Background
Form.

Document Forms Maintenance Company 1 New Distribution Data
Amend Mode Idantity 1] Diepot Code
|Details] AL
Identity: e : Descrphon:
Description: Inuoices T P o Use echsively e
DocumentTupe CUST
Background Form: (s Copes: [0 Update Text Copy? £
Design Form: Use exclusively: GIEE [ 4 R o]
Job Card Forriat e Copyto Document Store? [T

Copies: Update T Atach Fie —
Contact Code Duerride Settin

Job Card Farmat: Copy to

Attach File:

Enter the Background POF file name
F2 0K F3 Cancel |Fh F5

=

5. Once you have selected the required background form in:
Classic Gold press F2 and save your changes.
Windows Gold click ok in the bottom left-hand corner of the screen.
6. Once it has saved the new background form will be ready to be printed from Gold.
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