Register Books

Use the drop down under global templates to select the template you want to use. These are all individual pages
to build your register book. The clients’ information will populate. We have created a few sample templates
Register Books. You can edit our templates, duplicate them, and create new ones.
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To create new text, simply click Add Text. To edit existing text on your page, double click on the text and a box
will pop up. The left side offers available text fields that can set to automatically insert on the Register Book
page. There is about every single text field you’ve typed on a person’s case available.

e When a template is setup once, it can be used on all cases you enter in SRS by saving it in the
Global Templates.
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So, for example, if you want the deceased's First Name and Last Name to be on the In Memory page of your
Register Book, simply place your cursor where you want the text to appear and find the section for Deceased.
Notice that if you single click, it defines what will populate on this case. If you double click, it places it to be
merged on the template.

The middle box is where you can type any text and any merge fields. Click the arrow button in the middle of
these boxes to see information populate. You can edit the font and font size. Click done when you’re finished.
You can resize and adjust the text box you created by clicking on it, drag the right bottom corner of the box,
and resizing.

Now add an image. By clicking Add Image, you have the option to add the default image you’ve assigned to
this case. If you want to add a different image, such as your logo or background images, click From File. This
opens your directory of all the pictures and images on your computer. Just drag and drop the picture to where
you want it. You can even layer a picture behind text by clicking on the image, then issuing the Move Back or
Bring Forward buttons. If you’d like a picture light or watermarked, use the opacity bar to fade it into the

background.
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The next button for editing is Add Drawing. Use this for lines, boxes, and borders. Select the shape of your drawing
from the drop down, then you can adjust the color and width of your drawing.
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You can align the boxes inside a page by holding the Control button and dragging your mouse over the groups of
text. Right click and select the alignment you’d like.

When you’re all finished with this page, decide if you want to permanently save it in Global Templates for future use
on other clients. Otherwise, save it under THIS CLIENT’S DOCUMENTS, so you will have a copy of what you’ve created
for this specific client. Type in a name for it, then click Save Copy. It’s important not to save this under Global
Templates unless you want to save this layout and text for every client when you select this template.
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You can create multiple page sizes and layouts by going into the Settings option. This is where you go to adjust the
document size and layout to your printer's settings. The system will know what adjustments to make when you
click on the various design options.



