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Adding a Header

To set up your headers, footers or body images, for use on accounts forms, documents and emails, you
first need to create the template via the template setup section.

From the main screen, click on the Template Setup button on the main screen.
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Click the Default Setting option to access your documentation settings
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From here you have the option to add a Header, a footer or a Body Image (watermark).
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You can add as many different headers, footers and body images as required, for different uses. This
can be an email footer, a letter header, or an accounts document header etc.



To add a Header onto your accounts documents, go into the System Settings and click on the Invoice
Type tab
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From here you can select either the default layout, which will use a watermark as a full page image
behind your accounts document, or the Header/Footer layout, which will allow you to specify a Header
and/or a Footer for this form. You can set up the same or different headers for the Invoice, Receipt and
Statement layout as required.

To link a header with an accounts form, click on the relevant tick box, then select the image you wish to
use from the drop down menu.



Letters
Using Headers, Footers and body images on letters is very straightforward.

An option to add a header, Body Image and Footer image will appear on all letters, click to activate this,
and select the relevant image from the dropdown menu. Once saved, your settings will be remembered

for these letters from then on.
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You also have the option to set a different first page. Once this is ticked, it enables you to have different
headers on the first page to the rest of the document.



