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                                                                                                6018 East Columbus Drive   Tampa, Florida  33619   Phone (813) 626-8778  FAX (813) 626-3208
Prosoft AFE-FAX Server

Creating A Custom Company FAX Cover Sheet(
This document outlines the basic steps required to create/edit your own company’s FAX cover sheet. It is designed to be used with the Cover Sheet Editor module on the computer on which the AFE-FAX Server software is installed. You may also use the AFE-FAX program’s Help function for further assistance.

1. Select “Cover Sheet Editor” from the Automated Fax Engine options as shown, below. NOTE: If you are trying to add/edit a cover sheet from a computer which is networked to the Communications Server computer, you can run the Cover Sheet Editor by locating and running the file DDT2B32X.EXE located in the AFESRVR folder.
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2. Refer to the Editor window depicted, below:


a.
A standard 8½ X 11 inch sheet of paper is shown with a ½” margin all around (i.e., the workspace is actually 7½ X 10 inches). The paper size and it’s orientation (portrait or landscape) is indicated at the bottom-right side of the window. The left-right margins of the paper are bound by the left side of the window and the vertical line just to the left of the right side of the window. The top of the page is immediately below the button bar line.


b.
Note the “X and Y” coordinates at the bottom-center of the Editor window. They show, in thousandths of an inch, where your mouse is located on the page (i.e., a coordinate of 1000 is equal to 1 inch). Any text which goes off the sheet will not print. Keep your margins in mind when entering text or images and use the X and Y coordinates to help keep everything correctly aligned.
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3. To insert your company’s logo, select Controls > Image:


a.
In the Image filename field, either type in the logo file path and filename or use the lookup button to find it. If using the lookup button, once you have found and selected the logo path and filename, click on OK on the navigation window to update the Image filename field.


b.
When the Image filename field is updated, click on OK at the bottom of the tab. A mouse pointer consisting of a cross and a picture should appear. Use your mouse to select the location where you would like to place the logo on the cover sheet and then left-click to accept it.  The image will be dropped in that location.   
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c.
To resize an image, select the tiny box at the upper left or lower right corner of the logo (the mouse pointer should change to a quadruple arrow as you go over the tiny box). Hold the left mouse button down while dragging the corner to either increase or decrease the size of the logo image.

4.
To insert text, select Controls > Text.


a.
 Once the properties box appears you may either enter one line of text or, by checking the Multi-line with word wrap? option, enter multiple lines of text.


b.
A justification drop-down box at the lower right of the tab allows you to select the placement of the text in the text box (left, center, right). 


c.
A Font button at the lower left of the tab allows for selection of font size and style.


d.
If you should need to re-open a text box, right-click on it and the properties box will automatically open. After it is displayed, if a text box does not show all of the text you entered, you may need to stretch the box vertically or horizontally to see all of the text. Remember, if you don’t see all the text on the screen it will not show on your cover sheet (WYSIWYG) when it’s printed out.
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5.
To help with text alignment, you may wish to turn on the alignment mode. Select Align > Alignment Mode to display alignment guides that may be moved horizontally and/or vertically. 
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6.
To insert merge fields select Controls > Field.  Select the field you would like to add and click on OK. Then select the location for the field and left click with your mouse button. Continue to add all your merge fields until you have completed the document. 
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7.
To draw a line, select Controls > Line (to add a box or circle, select either the Box or Circle options, respectively). Once you have selected the option a cross with a small line will appear. Position it with your mouse and then left-click to drop it on the page. After the line is dropped on the page it’s size may be adjusted by using your mouse to either stretch or shrink it. It may be moved when you move your mouse over the line and the mouse pointer turns into a small hand. When the small hand appears, click the left mouse button and move the line to the desired location. Release the left mouse button to drop it into place. The circle and box options work in a similar manner. 
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8.
Your cover sheet(s) must be saved in the default AFE-FAX program location (if you try to save it elsewhere, the program will not be able to find it when a FAX is being sent). Once it has been saved in the correct location, it will show on your list of cover sheets when sending a FAX.
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