Customize Print Form Footers

· Log in as Administrator, at Home Window select “File” from the toolbar

· Select “Preferences” Menu, and click “Audiology (Admin only)”
· Select “Customize Print Form Footers” from right side window
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· Select the desired type of footer in “Footer Name” drop down, if choosing “Custom”…..
· Select the customer chosen “Print Form” from list in left of window
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· If you would like to copy this custom footer to other print forms….

· Click a different “Printing Forms” from left window

· Select “Copy Another Form” button just under “Printing Forms” window
· A separate “Copy Print Form” window will appear

· Click the form you just set the custom print footer for

· Select “Copy Footer”

· On the next “Confirm” window select “Ok” to replace current settings

· Repeat steps for each form you would like to copy the customized footer to

· If required, “Top” and “Left” margins for entire form can be adjusted to fit form on one sheet of print paper.

· Once back into the main “Audio Print Footers” window, and all information is included select “Update”

Select the desired type of footer here





Select the form you which to apply the footer settings to, later you can “Copy Another Form” to allow for custom settings to be transferred to other print forms





Preview pane where you can get a general idea of what the footer will print like





Select “Style”


ID on left or right side


Select appropriate ID/Name/ DOB display


Select “Text Object 1”


This is for the first text box


If more than one format of text in the footer is required, create additional Text Objects.


Click “Visible” box


Set Margins to the following


Top: 2


Left: 2


Bottom: 75


Right: 225


If additional Text Objects are required, set margins accordingly


Select your “Text Options”


Type in Custom Footer Text


Click any box in window to see text applied to footer preview box





Select Custom Footer Icon/Symbol





Select “Picture Object 1” from Object Type drop down


Click on “Visible” box


Set Margins to:


Top: 2


Left: 225


Bottom: 75


Right: 239


If Image is distorted, simple change margin settings


Click “Select Picture”





Find image of Icon/Symbol that customer would like to import into the custom form footer


Copy image to clipboard


Can often be done by right mouse clicking on image and selecting “copy”


Select “Alternate Footer Picture 01”


Select “Get Clipboard”


Click “Update”











