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Introduction

Tabula Ras#s an eventdesign + event seatirgpftware program foeventplanners Latinfor "blank slate,"
TabulaRasa lets you desigmy event layout with superiofiexibility andaccuracywith the added ability of
seating attendees at tabledabula Rasa allows you to:

LY

Design event layouts on 'canvases' from scratch or by using templates.
Createand save multipléayout designgerfile.
Drawaccurate and tescale roomnlayoutsto the inch, centimeter, pixel or degree

Navigate an easto-use interface with toolbars conveniently located for quick access.

L Y

Draw the most common objects used for event design, such as round and rectangular tables,
serpentines, half rounds, sfights, electrical outlets and doorways, to name a few.

Use familiar commands suels cut/copy/pasteundo/redo, group/ungroupalign, zoom and more.
Organize and arrange your graphics using layémsjar toAdobe®lllustrator.

Import attendees fromcsv files oElm Software'sDo Wedding and Event Professional Edition

Drag and drop attendeesiot onlyto tables but to specific chairs.

Export your drawn canvases iasage files to be used for documentation.

QbR RN

Export wording for reception tent cards to .csv files that may be used by tent card making software,

such as EIm SoftwareintJobs

LY

Print professionbreports, including/our designeatanvases, seating charts, meal reposispply

lists and more all with your company logo prominently displayed.

System Requirements

£ Windows VistaWindows XP
2 GHz IntéProcessoor greater
1 GB RAMr greater

Microsoft®. NETFramework?.0 (included with installation)

(LY

Screen resolutiorof 1024 x 780 or greater


http://www.elmsoftware.com/idowpe/index.htm
http://www.elmsoftware.com/printjobs/index.htm

Getting Started

When you first open Tabula Rasa, you will see the folloeimgronment

Untitled-1.rasa* - Tabula Rasa Professicnal Editicn '

h Cpen

Attendees « || o | Canvasl [CF
Search m &
Unseated (0 :
o = @
There are no attendees in (@] oy I
'‘Canvasl'
L o~
[ =0
- i
o I
oy T
A l——
Seated (0) S 4| B Canvas o
There are nc tasles in ED & Ml
"Canvasl' — Border Color I:l Transparen|=
=1 color [ ] white
N, & Length 3
AN Sl | width 30"
\ — Area 900 sq ft
IR
El Gridlines
& < :
‘,% Color I:l Light5teelB
'l_ﬁ Spacing 5 &
R ol | | (Name)
B Hie | | The name of the canvas.
-
L ol
elffsoftware | Tabula Rasal0 | @ | X=362"  y=19' 5" . = = . T

—

. Ribbon¢ use commands to create, open and save files, export informadiod print reports.

. Canvag; choose a tool and dragraphic2 y G KA & Wsstielcommandsttd- alieBeQ ®
/  graphicson the canvas.

. GraphicsPaneg organize and customizgraphicsusing layers and thBroperty Grid

. AttendeesPanec add and import attendees for the purpose of seating them at tables and cf

. Status Baglk O0S&aa 9fY {2Fi0s6l NBQa ¢ S oAlsdenititis Boplied o
andchange thecanvas view.



Files
Tabula Rasa works with files similar to Microsoft® Excel. As Excel workbooks have an extension of .xIs and
may contain multiplavorksheet tabs, Tabula Rasa files have an extension of .rasa and may contain multiple

canvas tabsCreate and save a unigue .rasa file for each client and save the .rasa file anywhere on your
computer or network.

Tabula Rasadlés may have the followingxtensions:

Extension Description
Jrasa Tabula Rasa file

rasatemplate Tabula Rasa template file

Create a new file

Tocreate a new .rasa filelickNew j (Ctrl+N) andselect the template file you wish to use. Tabula Rasa
comes preloaded withtwoli SY LI | 6§ S¥FR YO NI WAL KESY &. EYYIQQGSY LA | GS
canvas This list will grow as you create and save .rasatempilate to your specified Template Folder.

Open a file

ClickOpen “— (Ctrl+0) and do one of the following:

i SelecBrowseto locate the desired .rasa file.

i Select one of theecent itemslisted belowBrowse

Sawe afile

Any time a change is made to any canvas within a file, the file name in the title bar is followed by an
asterisk,ndicating that it needs to be saved. To save a .rasa file, do one of the following:

1 CIickSaveH (Ctrl+S) and name the file if necessary.

1 ClickSave ASJ}'—*{ (Ctrl+shift+S) and name the file.



Templates

If you work with the same venue often, we recommendi yoeate aemplatethat you can use again and
again. A template is a document that creates a copy of igedfn opened. For example, you may plan
many events held at a popular venue. Create a template of this venue once, and each time you have an
evert scheduled there, just open the templaéad use this as a starting point for each ndiemt, saving

you valuable time. In Tabula Rasa, a template has a file extension of .rasatemplate.

Create atemplate
You may create eemplate from a blank slate ordm an existing file or template.

Start from a blank file

1. Open Tabula Rasa.
2. Design your event layowais you would like it to appear in future files based on this new
template.

3. ClickSave Asﬂh{ (Ctrl4Shift+S).

4. Select the following folderCAEIm SoftwargTabula Rasd@emplates (please read more
about your Template Folder @ptions.

5. ! YRSNJI (KB WY PGS R NP LDabRlgRasadlentplatesq* Sasafedplate)
and type in the name of yourew template, andhen dick Save

6. Close the template.

Create a new template based on an existing file

1. Openanexisting file
2. Make the changes that you want to appear in future files based omthigemplate.

3. Clicksave Ach (Ctrl4Shift+S).

4. Select the following folderCAEIm SoftwargTabula Rasd@emplates (please read more
about your Template Folder @ptiony.

5. ' YRSNJ (IKES W WS R NP LTBbl@RAsadl entplatesq* SabafeMdiate)
and type in the name of your fileand then tck Save

6. Close the template.

Create a new template based on an existing template

1. Openanexisting template.
2. Make the changes that you want to appear in future files based om#vwgemplate.

3. ClickSave Asﬂﬁ{ (Ctrl+Shift+S).

4. Select the following folderCAEIm SoftwargTabula Rasdemplates (please read more
about your Template Folder @ptions.

5. Type in the name of younew template, and thenlick Save

6. Close the template.



Canvases

A canvas is a drawing area for an event layout. When you first open Tabula Rasa, a blank rectangular
canvas with a white background will appeahis is the area where you may creajgphicgo design your
layout and seasttendees

Each Tabula Rasa file may contain as many canvases as you need. Canvases are labeled by tabs appearing
directly above the canvadsihe tab showing theetected canvawiill havean orange background like the
Canvas tab below. You magname,copyand deletecanvases.

Canvasl Canvas? Canvas3 (L3}

An event may require various event layouts that require you to create multiple canvases:

1 Example 1: rehearsal dinner, ceremony and reception
1 Example 2: first floor, second floor

1 Example 3:Ballroom A, Ballroom B

Add a new canvas

To add a new canvas, clis located to the right of the canvas tab#\ new canvas will appear anill be
automatically selected.

Edit a canvas

Select the canvas and use tReoperty Gridto edit the canvas characteristics. You may edit a variety of
canvas properties, including tlanvas namaynits of measurement, bordearolor, background color,
lengthandwidth, to name a few

Copy a canvas

You may wish to make a copy ofexisting canvas within the file. Rigtiick the canvas tab and select
=3 Copy.

Once you copy a canvas, allendeeswho may have appeared in the first canvas will not appear in the
new canvas.

Delete a canvas

Right clickhe appropriate canvas tab and sele¢tDelete  You may undo this action.

Select a canvas
Do one of the following:

9 Click the appropriate canvas tab.



9 Click the box to the left of Canvasl and select the appropriate canvas (helpful when you have a
large nunber of canvases within one file).

1 Click the pointer (or type Escape) and click a blank spot on the canvas.

Rename a canvas
You may rename canvases using Ereperty Gridby typing the new name iName)

Change the canvas view

= [1] +

Click the View box tohoosebetween viewingseatedattendeesby gender (pink and blue circles) or meal
(rings with specified meal colorgj empty chairs Note: This also changes the view of the Attendees list.

@

& Mr. Basil Bride ) Mr. Basil Bride
I Mrs, Blaire Bride O Mrs. Blaire Bride

Zoom in or out o f a canvas

1] ¥

100% zoom is the standard view mode. Zooming in may help you with editing fine details and zooming out
may help you with viewmg your entire canvas at once.

To zoom in: = =] + O
9 dick the + button @ O
1 dick and drag the sliding arrow to the right A
1 Hoverover the sliding bar and scroll the mouse

wheel away from you
I Hover over the canvas and scroll the mouse whe
away from you while pressing the Ctrl key

O o



To zoom out: agge (-1 (F)

dick thec¢ button

Qick and drag the sliding arrow to the left. .
Hover over thesliding bar and scroll the mouse

wheel toward you

1 Hover over the canvas and scroll the mouse whe

toward you while pressing the Ctrl key

E R

View canvas statistics

Hover the cursor over the canvas tab and a box will appear (see below) detailing the tameas
dimensions, area, and number of tables, chairs and graphics.

Canvasl

| li| Canvasl

& | Dimensions: 60" x 45'
Area: 2700 sq ft

()| Tables: 14

~— | Chairs: 112

| Graphics: 30

Graphics Pane

Allgraphicgdrawn on the canvas are automatically addeda@aphicspanein a list format. You may make
graphic and/orlayersvisible @ or hiddenon the canvas, and you may lofkthem so they may not be
edited. The Activdayerisdenoted by the penci!ﬁ

View the Graphics pane

Tocollapséexpandthe Graphicspane, do one of the following:

1 Qick anywhere on thé&raphicsbar | > Sraphics

91 Double-click thevertical splitter bar (located between Graphics and the canvas)
1 PressF4

To change the width of th&raphics panghover over thevertical splitter batocated betweerthe
Graphicspaneand theRight Command Band clck and drado the desired width

To change the height of th@raphics lisend theProperty Grid hover over the horizontal splitter and click
and drag to the desired location.



View thumbnails of graphics

Rightclickin the Graphicdist, clickThumbnailsand then select one of the followindsone, Small

Medium or Large

None Small

®» Graphics »  Graphics

= & 7 = Tables = & # = Tables
oy Tablel E * | Tablel

Medium Large

* Graphics *» Graphics

= @& # = Tables

- Table 1

C @& # = Tables

Table 1

& Layers
Every canvas contains at least dager, and each graphic drawn on the canvas is automatically added to

the currently selected layer_ayers are like virtual folders that help you organize your graphics and indicate
the stackingorder 1 KS 2 NRSNJ Ay gKbQliecanvasSe | NB WLI AYydiSRQ

{AYAT NI (2 | 0A NRgeisappearifg athk tSpof thaSidiEhicdsateiark SeSked higher
than those belovthem. Likewisetheir graphics are also stacked higher on the canvagers and gphics

may be reorderedy clicking and dragging above or below otgeasphics You can select a layer and edit
the characteristics ofraphicswithin that layer without affecting graphics within other layers.

Create new layers

Rightclick anywhere under Graphics and selddd Layer The new layer will appear at the to
of the Graphics pane.

* Graphics

* Graphics

EE- -2

= @& & Llayerl

Add Laver

| Delete Layer

Thumbnails »




Move layers

Select the layer you wish to move, and drag and drop it to the desired location.

» | Graphics » Graphics
— | @ & Tables
SR CEW] - rooic

Delete layers

In Graphics rightclick the layer you wish to delete and sele€tDelete layer All graphics
contained within the layer will also be deleted from the canvas.

®» | Graphics
£ = Centerpieces
= @& = Tables ®» | Graphics

= &= Add Layer R = Centerpieces

|}C Delete Layer "~ |2 @& # & Flooring

- Thumbnails [ e . Cance Floor
S & Flooring

- - Dance Flocr

Assign graphics to another layer

Select thegraphicsyou wish to place within a new layer (tigeaphicswill be selected both on
the canvas and under th@raphicgpane).

In the Graphicspane, dragand dropthe selected graphicanderneath the desired layer.

Thegraphicsshould now appear under the new layer.

®»  Graphics ®»  Graphics
E @& © Llayer2 C & # = Layer2
=& J B Layerl . . Semicircle 3

R " Semicircle 3 _— .
iy - Rectangle 2

= Rectangle 2 " .
iy Ellipse 1

- Ellipse 1 =l & Layerl




Arrange a graphicwithin a layer

In the Graphicspane,drag and drographicto the desired locationwithin its currentlayeror a

different layer) Note that thegraphi® a
may also select and rearrange multiple graphics.

» Graphics
& # & Layer2

. - Semicircle 3

£ e Rectangle 2

= B

E - & Layerl

£
A

Change the visibility of a graphic
Click the eye icon:
1 & =visible
1 [no image] = invisible

a0 01Ay3 2 NRS.NJou €

»  Graphics

= @ # = Layer2

L - Semicircle 3
‘ 1
b " Rectangle 2

S = Layerl

£
A

You may change the visibility of a layer which affects all graphics within the layer.
i = thegraphicis visible within the layer but the layer itself is not visible

»  Graphics
£ & 2
an . Red

-

an Blue

S ] &= Rectangles

a
R Green

»  Graphics
£ .
L Red

Blue

S & Rectangles

a
] Green

F




Lockand unlock agraphic

#  Graphics

Click the box immediately to the left of tlggaphicor layer in 5 @ A & Layer 2
the Graphicdist: - Elipse 1

1 & =locked - eoricinle s
Note: When you lock a layer, all graphics within the layer ¢ e Rectangle 2
locked -l @& = Layerl

-« 5 Triangle 4
Property Grid

TheProperty Gridis locatedn the bottom half of theGraphicspane Use theProperty Gridto change
propertiesof canvaseslayersandgraphics Each has its own unique setmbpertieslisted within the
Property Grid Abox located at the bottom provides a description of thereatly selected property.

Canvas Properties

Canvagategory (6 items)

Editthe name of the canvas (that appears within ttevas
tab), the color of the canvaand itsborder, and the
dimensions of the canvas.

GridlinesCategory (3 items)

Gridlines on the canvas help guide your design and
measurement process. You may edit the color of the
gridlines, how far apart they are spaced, andithgsibility.

MeasurementCategory (2 items)

Pecify theUnit nameasFeet, Meters orPixels. Specify the
number ofPixels Per Unithat is used to render one unit o
your specified measurement. Based on the example to 1
right, a graphic 1 foot in length will show as 10 pixels in
length on your monitor.

OccasiorCategory 8 items)

Enter the name, date and location of the occasion that
corresponds withthis canvas. This information will be use
in the header of all reports.

PaddingCategory (6 items)

Paddings additional space around your canvas for addin
additional textand graphics For example, if yoexportthe
image, you may wish to insert a textbox in the paddisg
title of the image.Edit its color, border color and each
SR3ISQa ailsSo
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B

B

Canvas

(Mame) Cambridge Castle
Border Color |:| Transparent
Color [ ] White

Length 35

Width 40'

Gridlines

Color [ ] LightSteelBlue
Spacing 5

Visible False
Measurement

Unit name Feet

Pixels Per Unit 10

Occasion

Mame Smith-Jones Wedding
Date 1/8/2011

Location Cambridge Castle
Padding
Border Color |:| Silver

Coler [ ] WhiteSmoke
Left 5
Top 5
Right 5
Bottom 5



Basic ShapeProperties

Ellipse, Rectangle, RourdiRectangle, Half Round, Quarter Round, Serpentine, Triangle, Star, Arrow,

TextBoxArc, Stairway, Door, Electrical Outlet, Compass, Plant Rounded, Plant Pointed, Spotlight

Appearance Category (3 items)

Edit the(Name)of the table circle, which will appear under
Graphics You may change the opacity to be less than 100%
you want the table circle to appear more transparent. Also, y
may wish to show the dimensions of the table circle.

Fill Category (5 items)

SpecFé GKS O2f 2NJ 27T giadiedt Tb ingeft &
image within a table, click image and then click the browse ic
to select your image. To remove an image, position your cur:
at the beginning of the image file name and clixdete. Image
Layout refers to the positioning of the image within the table.
Stylerefers to the orientation of the gradient.

Position Category (5 items)

Edit the location of the table circle on the canvas as well as tt
dimensions and rotation of the table cle within theProperty
Gridinstead of directly on the canvas.

Stroke Category (3 items)
Specify the color, style and thickness of the border around th
table circle.

Text Category (5 items)

(Text)is the name of the table that appears within the tabie
the canvas (different frorfiName)which appears itGraphics.
Align text and edit text color and font. Usdignmentand
Offsetto position your text.

Table Circle Properties
Includes all of thd@asic Shapgwroperties plus

TableCategory (5 items)

Edit the Chair Countiround the table.Chairsallows you to edit
the dimensions of individual chairs as well as chair text font.
Chair Hitor allows you to position chairs around the table.
Distance to Aisleefers to the distance from the table to the
middle of the aisle or walkway between tables. You may edit
visibility of chair numberasingShow Chair Numbers

-12 -

=

Appearance

(Mame) Ellipse 1
Opacity 100%

Show Dimensions Falze

Fill

Color |:| PeachPuff
Gradient Color [ | White
Image |:| (none)
Image Layout Zoom

Style ForwardDiagonal
E Position
Left 3o~
Top 44"
Length 5
Width 5
Rotation 0=
E Stroke
Color |:| Peru
Style Solid
Thickness 1
B Text
(Text)

Alignment MiddleCenter
Color - Black
Font Segoe UL Gpt

Offzet 0.0
(Name])
The name associated with the
graphic.
E Table
Chairs (Collection)
Chair Count 8
Chair Editor Off
Distance To Aisle 27"

Show Chair Mumbers True



Table Rectangle Properties

B Table
Chairs (Collection)
Includes all of théasic Shapgsroperties plus Chair Editar Off
. Chairs Top
TableCategory 11 items) Chairs Right 2

Edit the Chair Countiround the table.Chairsallows you to edit
the dimensions of individual chairs as well as chair text font.
Chair Editorallows you to position chairs around the table.
Distance to Aisleefers to the distance from the table to the
middle of the aisle or walkway between tables. You may edit
visibility of chair numberasingShow Chair Numbers

Chairz Bottom

Chairs Left

Distance To Aisle Top 30"
Distance To Aisle Right 30"
Distance Te Aisle Bottom 30"
Distance To Aisle Left 30"
Show Chair Mumbers True

Basic Line Properties

Line, Bézier Curve, Measurement Line

Includes all of th&asic Shapgsroperties plus B Line Anchor

) ] End Mone
Line AnchoCategory 1 item) g Position
Specify the endpoint of the line as an arrow if desired. 1 25" 4"
PositionCategory  items) v H. 1“
Indicate the starting point and endpoint coordinates on the A2 53. 8“
canvas, including rotation angle. V2 171

Rotation os

Freeform and Scribble Properties
Includes all of théasic Shapgwroperties plus

FreeformCategoy (3 items)

Draw freeform shapes by connecting points with either lines ¢
curves. Turn on thPoint Editorto move or delete individual
points. Show the unit length of each segment of the freeform
shape if desired.

B Freeform
Draw Using Lines
Point Editor Off
Show Segment Lengths  True

Note: Scribble graphics do reftowthe Show Segment Lengths
property.

Toolbars
Toolbars are the narrow, vertical strips of icons that flank the left and right sides of the canvas. Use your

cursor to hover over the icons and a tooltip will appear indicating the purpbsach icon. Click on a
desired icon and perform the respective function within the canvas.

-13-



Left Tool bar
The toolbar icons listed below appear to the left of the canvasaaadised to draw graphics on tleanvas.

Select your tool andlick and dragn the canvagi 2
gAft

Icon

O QO3S =

/s b A2 B S & PD

==

x @ >

ONBI S

Name (Shortcut Key)

Pointer

Table Circle
Table Rectangle
Ellipse
Rectangle
Rounded

Rectangle
Half Round

Quarter Round

Serpentine

Triangle
Star

Arrow
Text box

Line
Bézier Curve

Measurement Line

Fredorm

Scribble
Arc
Stairway

Door
Electrical Outlet
Compass
Rounded Plant

Pointed Plant

Spotlight

Tape Measure

vV,
Esc

—

O =S>N 1 ZwWwr X >»Pn2Z 0w O » 1mMm-H

P

P

G

aSi 0KS NFNEBingK didiogon adkrivsd
INF LIKAO 6AGK F ae@YYS{ONRMOtoind.aAal So

Description

Select move, rotate andresizegraphics

Draw circular tables with chairs. Used to sat¢ndees.

Draw rectangulatables with chairs. Used to seat attendees.
Create circlesr ovals.

Createsquaresor rectangles.

Create squares or rectangles with rounded corners.

Create semi circles.

Create quarter circles.

Drawserpentine tables. Notedlign androtate multiple serpentines to
create one continuous serpentine table for buffets.

Createtriangles.

Create starsind polygons Allows 2 to 100 points on the graphic
Create arrows.Rotateto point the arrow in the appropriate direction.
Placetext boxes directly on the canvas for labeling purposes. Specify
font, text color and size in th€roperty Grid

Create lines. Select and grab handles to change the length of the lin
Drawundulating curves.

Identify measurements ajraphicsor areas on a canvas.

Draw freeformgraphicqhelpful when creating outer boundaries of a
room or area).

Draw free lines.

Createarcs and specify start point and sweéegangle

Create steps and stairwayResizdo identify the number of steps.
Identify the location of doors within the layout on the canv@yaw two
doorsthenrotate and align to make double doors.

Specify the location daflectrical outlets within your design layout (may
be helpful for audio/video personnel, disc jockeys, etc.).

Draw and rotatecompass to identify North when needed for cardinal
direction use.

Create plants with curved properties. Specify cplaperties to convert
to a flower.

Create plants with pointed characteristicSpecify color properties to
convert to a flower.

Identify the location of spotlights within the canvas (may be helpful fo
audio/video personnel, disc jockeys, musicians, eiRgtateand edit the
aLR Gt A3IKGQa SPfdpérty Griflas @e2ebsarid Ay (0 F
Click and drag to measure dimensions within the canvieape measure
goes away after the mouse button is released.
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Left Toolbar shortcuts

Note that some icons may share the same shortcuttkeycle througththese icons by pressing the
same shortcut key until you arrive at the desired icon. If you have a scrolling wheel on your mouse,
you may also cycle through all icons by hovering over the lefb&w@ind scrolling the mouse

wheel.

When you select one dhese icons, the pointer will visibly change into a plus sign with the
corresponding icon near it. To easily return to the pointer, press Esc or V (the shortstdrkie
pointer).

Draw graphics
In the left toolbar, click the icon that corresponds wikie graphicyou would like to drawand then
do one of the following:
f Qickanddragonthecanvéds?2 aLISOATe G(GKS 3INI LKAOQa &aaAal $
9 dick and drag while pressing tighiftkey to makehe graphicsymmetricawhile
AAYdz G yS2dzate alLISOAFeAy3dI GKS 3INILKAOQEA &AT .
9 Qick on the canval create aquicksymmetrical graphic

After a graphic is drawn, you will be able to resize and rotate the graphic.

Theinitial graphic draw on the canvas I
1
I 12 |
Grab any of the resize handles to resize the graphic. I ol
1
k g1t |
-
) i
v &
DN} o6 GKS 3INBSY NROGFIGAZ2Y KIyF \\
L
o

Style graphics

Some graphics can be styled usimgqueproperties andittle yellow dots called Superdots (see
below).
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i_¥ Table Circle

Use the greemotation handle to rotate the table and use the
small gray resizing circles to resize the table (the size of the cl
remains the same).

Edit theChair Counproperty to change th@umber of chairs
placed around a table.

Use theProperty Gridto turn the Chair Editoron and off. This
allows you to rearrange the position of chairs at a taiding
Superdots Hover the pointer over one of tHeuperdotsand click
and drag the chairs around the table.

Updatethe Distance to Aisleropertyto edit the haloaround the
table. The default distance fromthe 6t S G2 (KS
which allows an appropriate amount of spdoetween tabledor
people to walk through.

Modify the (Tex? propertyto change the textdisplayedonthe
table.

Edit theShowChair Numbergproperty from on tooff. Use the
Chair Collection Editoto further customize individual chairs at ¢
specific table, such as chair depth, chair width, chair numbers
font.

-16 -
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[.] Table Rectangle

(Similar toTable Circlesvith the following exceptions) i

Use the greemotation handle to rotate the table, the smdilue
resi2 handlego resize both width and length of the table.

— 5 —
=9

12

Use theChairs TopChairs RightChairs BottomChairs Lefto
SRAG GKS ydzYoSNJ 2F OKFANEBE L o o

12
5

Turnthe Chair Editoproperty on. This allows you to rearrangt \ ;
the position (not chair number) of chairs at a table. Hover thi = @ik s
pointer over one of theSuperdotsn front of a chair and clic -k I
and drag the chair along the table edge. ! : -

[= ™
= ¥
f= [
-

= =
L2a] =
=] =

Update theDistance to Aislgropertyto edit the halo around 103
the table. The default distance from the chair to the aiske 1s ¢ [ - ° .
per each table edge which allows an appropriate amount of
space for people to walk through. Distance to aisle must be -
per table edge. '

11 12
b
s

a

L
Pt
q

(J Rounded Rectangle

Hover the pointer over the Superdot and click
and dragt to sharpen or soften the curves of
the corners.
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Ly Serpentine

Hover the pointer over the Superdot and click and dtag
to edit widen or narrow the width of the serpentine
graphic

A Triangle

Hover the pointer over the Superdot and click and dtag
to edit one angle of the triangle.

¥ Star

Hover the pointer over th&uperdotlocated to the left of
the starand click and draij to edit the number of points
on the star.

Hover the pointer over thether Superdot located on the
staQa  &rid &iék and drag it tbvansform the graphic.

= Arrow

Click theSuperdotto change the direction of the arrow s
that yourtext is always oriented properly.

-18 -
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. Bézier Curve

Hover the pointer over a Superdot one at a time and cl
and drag it to transform the curvature of the line. e m

Learn more abouBézier Curvesn Wikipedia.

*. Measurement Line

Click and drag to mark the measurement of the distance
between one point and another.

11

5 Freeform

Drawing a freeform graphic is different than 222"
drawing abasic shape Click the mouse at different
locations on the canvas to add unique points to tr
freeform. Press and holghiftto draw lines at 15
degree angles @mplete the freeform byclicking
on the first point or by pressingnteror Esc

19" 37

11" 10"

The freeform graphic is meant to be used for
drawing the walls of an event site.

Turn on thePoint Editorand click and drag the
Superdots to the desired location.
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4 Scribble

Turn on thePoint Editorand view individual points along % -
scribble line as Superdots. & o% ey
o

Click and draguperdots to change the scribble.
i

@ﬁw@f

Set thePoint Editorto DeleteOnClick to delete points by

clicking the mouse. Set th#int Editorto DeleteOnHover

to delete points by simply hovering over points along the

scribble. %

™vArce

Click and drag the Superdots to edit the length of the arc. / \\ i -\
o i i

Tape Measure

Click and drag the tape measure (the tape measure will
disappear from the canvas upon mouse release). Specify un
measure (feet, meter or pixel) for the canvas in Breperty
Grid.

Selectgraphics
Using the pointer, do one of the following:
91 Click on thegraphiclocated on the canvas.
9 Click on thegraphicin the Graphicslist.
1 On the canvas, click and drag an area aroundytia@hicsyou would like to select.
1 Shift click to select multiplgraphicson the canvas or in th&raphicslist.
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Move graphics

Do one of the following:
9 Click and dragraphicgo the desired location.
 ULRIEF GS 1 K Beft Idppragictie Q a

Rotate graphics

Do one of the following:
1 Select ayraphic then dick and drag the green rotatidmandle.
T 9RAG UK RotdAddbpropkry.O Q &

Resiz graphics

Do one of the following:
9 Dragone of the resize handlgs resizegraphics
f Press shift key while dragging to maintain #éNJ LJkSpeCl a#o.
 ULRIF GS { K Sengihbidd \Wigth ptoPeities

Note: Resizingable circlesandtable rectanglesvith chairs does not alter the chair size.

Insert images within graphics

You may insert the folleing image file types within a graploa the canvas: .bp .gif, .jpg, .png,
wmf. Select thgraphicandsetits Imageproperty. There are fivédmage Layouproperties that
help position and size the image inside the graphic.

Image Layout Property Example
i
None o
!!. !*. '\. !\‘. I
. v v v v
Tile
" m em B!
- - - v
»
Center -
v
1 =4
Stretch A
~
v
g
Zoom A
v
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Right Toolbar

The toolbar icons listed below appear to the right of the canvas and primarily address editing actions and
graphicorganization and alignment. First click on the appropriate icon (or use the shortcut keys) and then
follow instructions listed within the description below.

Icon

&
EE)
=
=}
(u

Name ()
Cut
Copy

Paste

Undo
Redo

Group

Ungroup
Bring to Front
Send toBack
Bring Forward

Send Backward

AlignLeft
AlignCenter
AlignRight
AlignTop
AlignMiddle

AlignBottom

Make Horizontal
Spacindg=qual
Increase
HorizontalSpacing
Decrease
HorizontalSpacing
Make Vertical
Spacindg=qual
Increase
VerticalSpacing
Decrease
VerticalSpacing
CenterHorizontally
CenterVertically

Shortcut
Ctrl+X
Ctrl+C
Ctrl+V
Ctrl+z
Ctrl+Y
Ctrl+G
Ctrl+Shift+G
Ctrl+Shift+Up
Ctrl+Shift+Dowr
Ctrl+Up
Ctrl+Down
Alt+L
Alt+C
Alt+R
Alt+T
Alt+M
Alt+B
Alt+H
Alt+Right
Alt+Left
Alt+V
Alt+Up

Alt+Down

Alt+[Pipe]
Alt+Down

Description
Cut selected graphics to the Tabula Regzboard.
Copy selected graphics to the Tabula Rasa clipboard.
Paste graphics from the Tabula Rasa clipboard onto the
canvas.
Undo your last action.
Redo your last action.
Groupselected graphicsHelps when moving and editing
multiple items that belong together at once.
Ungroup previously groupegraphics.
Place selected graphic tite top of its layer
Place selected graphic at the bottom of its layer.
Bring theselected graphibigher withinits layer
Lower the selected graphic within its layer.
Align theselected graphics to the left edge of the priman
graphic.
Align the selected graphics to the center of the primary
graphic.
Align the selected graphics to the right edge of the primi
graphic.
Align the selected graphics to the top edge of the primal
graphic.
Align the selected graphics to the middle of the primary
graphic.
Align the selected graphics to the bottom edge of the
primary graphic.
Face the horizontal distance betweaselected graphics
equally.
Increase the horizontal distance betweselectedgraphics
equally.
Decreasehe horizontal distance betweeselected
graphicsequally.
Face the vertical distance betweeelected graphics
equally.
Increase the vertical distance betwesalectedgraphics
equally.
Decreasédhe vertical distance betweeselected graphics
equally.
Center selected graphickorizontally on the canvas.
Center selected graphicgertically on the canvas.
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Copy and past graphics
Do one of the following:
1 Selectgraphids) and clickopy =3, then clickPaste &,
1 Selectgraphigs) and type Ctrl+C, then type Ctrl+V.
1 While pressing Ctrl lick and dragelectedgraphicto perform a quick copy

Align graphics
1. Select thegraphicgo be aligned.
2. Determine whictgraphicis to be used athe primary graphi@andselectit. Theprimary
graphic is denoted by the green rotation handle.
3. Click on the desired alignment icon (oewshortcut key).All graphics will align with the
primary graphic.

Before alignment After alignment

I= Align Left

% Align Center

=l Align Right

T Align Top

#F Align Middle

4 Align Bottom
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Spae graphics
1. Select thegraphicso be spaced equally.
2. Click on the desired spacing icon (or use shortcut key).
3. Increase or decrease spacing as needed.

Original After spacing
Make horizontal
spacing equal
Increase horizontal
spacing

Decrease
horizontalspacing

Original Make vertical spacing eque Increase vertical spacing  Decrease vertical spacing

Centergraphicson the canvas

1. Select thggraphicgo be centered on the canvas.
2. Click on the desired centering ictmcenter the selectedraphics either horizontally or
vertically centered on the canvas

Attendees Pane

TheAttendeespaneis separated into two halvesthe top half shows unseated attendees and the lower
half shows seated attendeesAttendees are specific to the selected canvas, not the file. They may be
imported fromEIm Softwar® ido Wedding and Event Professional Editionia.csvfile, or adied
manually one at a time.

Attendees may bgeatedon the canvas aiables(table circlesor table rectangles Atendeesare seated at
specific chis. Occupied chairs are represented by circles based on your current canvas view by showing
SAUKSNI GKS GGSYyRSSQa 3ISYRSNI 2NJ YSHE aStSOdAzyo

You may export attendees to a .csv file for the purpose of printing tent cards
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View the Attendees pane

To ollapse/expand théttendeespane, do one of the following:

Attendees &

1 Click anywhere on thattendeesbar

91 Doubleclick the vertical splitter bar (located betwedittendeespaneand the canvas)
1 PressF3

To change the width of thAttendeespane, hover over the area located betweéitendeespaneand the
Left Toolbarand click and drag the splitter bar.

To change the height of thdnseatedand Seatedlists, hover over the horizontal splitter and click and drag
to the desired location.

Add attendees manually

Attendees &
When you add attendees, you are
adding them to theselectedcanvas. Search
|4  Add Attendee...
First, click and selecAdd Import Attendees  »
Atten ,
ttendee T
[ 53_" Add Attendee | Canvasl I.&J
Mame
Title: Mr. -
First: |Gregor}f
R R A Middle:
Specifyu K_S Fd0SYRSS Lot | Groom
Note thatFirstand LasNamesare oo .
required _
Mickname: Greg
To continue adding attendees, clic petals
Save& New. Otherwise, clicave Geidee ) @ Male - JER
& Close Meal: O Steak - E
Motes: -
[ Save & Mew ] [ Save 8 Close ] [ Cancel
Attendees @
The new attendee will appean the [33_',] | |
Unseatedlist. —
Unseated (1)
@ Mr. Gregory Groom
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Import attendees

Import attendees from a .csv file

A .csv file is a comma separated values file that is most often created by using Microsoft Excel. Use
.csv files to import attendees into Tabula Rasa. Important: you must usetémelees.csvile
installed with Tabula Rasa.

1. Using Microsoft Excebpen C)EIm SoftwaréTabula Rasa Professional
Edition\attendees.csv9 A G KSNJ Sy i SNJ I GG Sy RSHadl@asiay T2 NY
attachment to your clients. Please note:
T 2A0K GKAA GSYLX | GS3 ©Gohly &blattended feyBws S & Q
AtSY RSSaQ CANBRGO FYyR [AadG blYSa | NS NBI
1 Do not change the column order or column headdfges that do not follow the
structure of this template cannot be imported.

2. Once you know that your .csv file is ready to be imporntick , selectimport
Attendeesand selecComma Delimited (*.csv) Thelmport from CS\screen will open.

Attendees & || o | Canvasl [
8| search | l‘$|
L .3
g Add Attendee.., -
| Import Attendees  » || &] Comma Delimited (*.csv)
Mealz... “s Do Wedding and Event Professional Edition
="

3. ClicklBrowseX, locate the desired .csv file, and clidken The attendees in the .csv file will
appear. Clicknport.
4. Select theattendees you wish to import by doing one of the following:

1 ClickSelect All
T /tA01 (GKS OkKSO1062ES&a ySEG (2 GKS | GG¢

Aftendees “

5. The newly imported attendedalong
with their meal selection) will appear in
the Unseatedlist.

Un=eated (34)

Please note: 2 Mr. Tern Adams .
. i Mrs, Audrey Ad
1 Mealsthat areimported are rs. AUdrey Adams
Miss Alexis Allen

assigned a default color.

1 You may edit these attendees
within Tabula Rasa. Be advised
that any changes made to
attendees within Tabula Rasa w

0 Alexis's Guest Allen

& Mr. Andrew Anderson
Mrs. Ardith Anderscn

D Mr. Albert Applegate

0 Albert's Guest Applegate

not appear in the original .csv -
. 0 Mr, Bernard Braun
file. B .

0 Mr. Basil Bride
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Import attendees from iDoWedding and Event Professional Edition

1. CIick, selectimport Attendeesand seleciDo Weddingand Event Professional Edition

Attendees « || @ | Canvasl [}

@ Search m
T4 Add Attendee.. o

P

_| Import Attendees  » | @ Comma Delimited (*.csv)

Meals... *s Do Wedding and Event Professional Edition |

2. Enter your iDo user name and password. CliKkNote: you will only have to do this once
while using Tabula Rasaone sessianWhen you close Tabula Rasa and open it again, you w
have to reenter your user namand password before importing

3. Select the appropriate occasion correspondingnlie attendees you would like to import.
The attendees will appear. Select the attendees you wish to import by doing one of the follo

1 ClickSelect All
T /tA01 GKS OkKSOl1062ES&a ySEG (2 GKS | GaS)
When finished, clickmport.

Tl W ¥ R

Occasion:

Barrett-Grey, Wedding, 26-Nov-2010 (694 days away)
Title First Middle Last Suffix Nickname Gender I=Child Meal Notes =
Mrs.  Bethany Barrett Female True Unspecified
Mr.  Tom Adams Male False Beef
Mrs.  Audrey Adams Audi Female False Wegetarian here are no...

Miss  Alexis Allen Female False Wegetarian

Mr.  Tom Brokaw Male False Vegetarian E

Mr.  Andrew Anderson Male False Beef

Mrs.  Ardith Anderson Female False Chicken

Mr.  Albert Applegate Male False Beef

Albert's Guest Applegate Male False WVegetarian

Mr.  Bernard Braun Male False Chicken T

Mr.  Basil Bride Male False Vegetarian

Mrs.  Blaire Bride Female False Beef

Mr.  Christopher Cartwright Male False Chicken

Mrs.  Cathleen Cartwright Female False Chicken |

Mr.  David Donchue Male False Beef

David's Guest Donchue Male False Beef

Mr.  Edgar Edwards Male False Chicken

Edgar's Guest Edwards Male False Wegetarian i

Select All  Deselect All

33 of 33 selected Import ] [ Cancel
—
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4. The newly imported attendeg@long Attendees s
with their meal selection) will appear in
the Unseatedlist. [3%] |

Unseated (34)

Please note: o M Torm Ad y-
f Attendees are already grouped = Wik fem Adams
Mrs. Audrey Adams

based on RSVP IDs assigned in

iDo and the order that they are Miss Alexis Allen
listed on the invitation. © Alexis's Guest Allen

1 Mealsthat are imported are © Mr. Andrew Anderson
assigned a default color. Mrs. Ardith Anderson

1 You may edit imported attendee © Mr. Albert Applegate
in Tabula Rasa. Be advised tha @ Albert's Guest Applegate
any changes made to attendees & Mr. Bernard Braun
in Tabula Rasa will not appear il & Mr. Basil Bride 3
iDo.

Duplicates

Tabula Rasa handle‘@’duplicateattendee records to be imported in three ways:

1 Replace duplicates with items importedThe information from the .csv file or iDo will
overwrite what has already been added to or imported into Tabula Rasa.

1 Allow duplicates to be created All informationfrom the .csv file or iDo will be added to
Tabula Rasa regardless if a duplicate is found.

1 Do not import duplicate items Duplicate records will be excluded from the import
process.

¥ OnImport: Replace duplicates with itemns imported A J

Allow duplicates to be created
Do not import duplicate itermns

Select attendees

To select one attendee, click on the attendee name.
To select multiple, consecutive attendees:

1. Click on the first attendee name you wish to select.
2. While pressing the Shift key, click the last attendee name you wish to select.
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To select multiple, nonconsecutive attendees:

1. Click on the first attendee nam@u wish to select.
2. While pressing the Ctrl key, click the remaining attendees you wish to select.

Edit attendees
Do one of the following:

1 Doubleclick the attendee you wish to edit, enter the new information and fiake & Close

1 Rightclick the atten@e you wish to edit, selec? Edit AttendeeX, enter the new information and
clickSave & Close

Delete attendees
Do one of the following:

1 Select the attendegs)you wish to delete angressDelete.

1 Rightclick the attendeés)you wish to delete and select Delete.

Arrang e attend ees

Attendees are added by order of entry. It is helpful to rearrange the names in a way that corresponds with
how invitations are addressedNote: You may move multiple attendees at a time.

For instance, arrange a family so thaetparents precede the children. In the example below, drag anc
drop the child (Teddy Doe) below the parents.

@ Teddy Doe 2 Teddy Doe D Mr. John Doe
& Mr. John Doe 2 Mr, John Doe Mrs., Jane Doe
Mrs, Jane Doe Mrs. Jane Doe @ Teddy Doe
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Group and ungroup attendees

Attendees are added by order of entry. You may or may not be adding attendees alphabétitatly,
helps togroup attendeesy families couples,etc. Grouping attendees helps to organize names for the
purposes of seating and printing tent cards.

Ungrauped attendees are separated by a line & Mr. John Doe
running the entire length between the names Mrs, Jane Doe
the Unseatedlist. © Teddy Doe
Select the ungrouped attendees you wish to
group. Type Ctrl+G or rightick the attendees, 2 Mr. John Doe O Mr. John Doe
selectGroupingand select!®] Group. The Mrs. Jane Doe ) Mrs. Jane Doe
grouped attendees will appear next to each © Teddy Doe @ Teddy Doe
other without lines separating them.
To ungroup grouped Attendees, select the
attendees you wish to ungroup, type ) )
) o ’ . o Mr. John D D Mr. lohn D
Ctrl+Shift+G or rightlick and seledBrouping n e e r e s
Mrz. Jane Doe > Mrz. Jane Doe
and selecti Ungroup The ungrouped _ _
A o Teddy Doe @ Teddy Doe
attendees will still appear next to one another
but will now have a line separating them.
Assign gender and age to attendees using Right -click
Add Attendee...
Toquickly specify gender atttendees select one | i Delete Attendee
or more atendees, rightclick and selectender croum X
Select theappropriate gender, or select o
Unspecifiedif not keeping track of gender. Gender / | Unspecified
Age » | Female
Meal b O Male
Add Attendee...
. . Delete Attend
To specify age of attendees already added or it
imported, select one or more attendeesgit-click Grouping 3
and selectAge SelecAdult or Child Gender >
Age » | Adult
Meal 3 Child
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Seat attendees

Select one or more attendees fc
be seated at a table.

Drag them to the appropriate
table within theSeatedlist. As
you hover over the chairs in the
list, the corresponding chair(s)
on the canvas will be highlightet
in green.

Drop the attendees onto the
appropriate chairs. The canvas
will reflect the seating change
according to your canvasgew.
Attendees (pink and blue circles
or Meals (rings with specified
meal colors).

= 1

L

L

Attendees List

0 Mr. John Doe

Mrs. Jane Doe

< Teddy Doe

Table Circle 1

4D Mr. Jahn Doe
Mrs. lane Doe
o Teddy Doe

Table Circle 1

i) Mr. John Doe
Mrs, Jane Doe
2 Teddy Doe

To change the seating arrangement of one or more attendees within the Seated Attendees list, select the

attendee(s) and drag them to theppropriate chair/table within the list.

To reseat an already seated attendee at an occupied chair, drag the seated attendee on top of the other

seated attendee. The seating of the two attendees will be swapped.
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Meals

Meals are unique percanvas.d¢o Y| @ &LISOATEe (GKS YSIHf yIYSI LINAROS
icon. If youimport attendees from iDo who have already been associated with meal selections, the meals
will automatically be addedAssigmmeals to attendees angrint a Meals Report summarizing statistics for
caterers or banquet facilities

Add meals
Aftendees &« || @
8| search b
CIick andselectMealsX to open the Meals window Ty Add Attendee.
Import Attendees  »
[ Meals... u
1
Add Meal &J‘
Meal: Steak
Clicko S & Xde Add Meal window opens. Enter the me || cos $75.00

information. Select a unique color for each meal you ac || coer o
as this will appear as a ring in tAétendeeslist and on the
canvas when yoset you canvas vievio Meal.

[ Save & New ] [ Save & Close ] [ Cancel

I Mr, Basil Bride
O Mrs. Blaire Bride

ClickSave & Newo continue entering ne/ meals.
Otherwise, clicisave & CloseWhen youset your canvas
view to Meal, the meal iconswill appear in theAttendees
list and on the canvas for seated attendees.

Edit meals

Click and selecMeals Double-click the mealyou would like to edibr select the meal and
clickEdit Type in the new information and cli€lave & Close

Delete meals

Click and selecMeals. Select the meal you would like to delete and cliekete
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Assign mealdo attendees

To save time, assignmeal tomultiple attendeesat once

Selecthe attendees (either
unseated or seated), righdlick
and off of the Meal menu,

select thedesiredmeal.

Supplies

T e “.
O Mrs. Al Add Attendee... 1
Q Mr Al Edit Attendee... 1
Albert] «  Delete Attendee 2
O Mr. Be : 3
Mr. Ba Grouping » ]
O M. B Gender 3 3
O Mr.Cl Age v
o Mrs.C| Meal 4 | Unspecified
O Mr. David Donchue I:: O Beef
O David's Guest Donchue -
2 egetarian
O Mr. Edgar Edwards 57

2]l

Caatad MY |

Chicken

TheSupplieshutton is located in the lower right of th&tatus barand opens theSupplieswindow. The
Supplieswindowincludesany product that will be used to stagm event for a specific canvas.

Organize supply products by
categories such as tables,
chairs, linens, place settings,
etc. Enter the names of
products, quantities andnit
costs The Grand Total of
your supply list will be
presented at the bottom of
the Supplies window. Print a

Supplies Repoffor more
detailed information

—
—

ClickSupplies lies

to open theSuppliesvindow.
Add as many categoriesas
well as products to a given
category as youneed.
Categories and products may
be rearranged similar to
Attendeesand Graphicsby

dragging and dropping to the L

Product Quantity Unit Cost Total Eiery
.

= Tables 7

" Edit
60" Reund 25 $9.00 $225.00
8'x30" 5 $8.00 $40.00 Delete
6'x 30" 5 $7.75 $38.75
54" Round || 5 $9.00 $45.00 Product
48" Round 50 $8.50 $425.00 Mew...
48" Square 5 $13.00 $65.00
48" Half Round 10 $12.00 $120.00 Edit
E Chairs L Delete
High Maple Chair o] 5 $15.00 $75.00
Wooden Folding Chair [White) 200 $2.50 $500.00
Bistro Stacking Chair (White) 10 $1.85 $18.50
Bistro Stacking Chair (Black) 50 $1.85 $92.50
Bamboo Folding Chair (Brown) 50 $5.00 $250.00
Children's Chrome Frame (Blug) 40 $1.60 $64.00
E Linens
54" x 54" |o ] 30 $7.50 $225.00
60" x 120" 20 $11.50 $230.00 —
120" Round 20 $14.55 $291.00
= Flooring
20" % 20' Dance Floor 1 $1,250.00 $1,250.00

Grand Total: $3,954.75

desired location.

When you add a noteo a product, the note icor= will appear.

in a tooltip.
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Options

Optionsallow you to customize various aspects of Tabula Riasthe Status Bay click onTabula Rasand
selectOptionsfrom the popup menu.This list of available opti@will appear in theProperty Grid

Specify how often Tabula Rasa checks for upgrades Options

TheProperty Griditems may be sorted either Check For Upgrade Every 30 days

categorically or alphabetically throughout Tabula PropertyGrid Sort Categorized

Rasa. Recent Items 10
1 Recentitemsrefers to the number ofecent Tabula Template Folder CAHm Software)

Undo History 25
Rasa files viewable when you click Open B Options - Graphic Fill
o ] Color |:| PeachPuff

1 Template Foldeindicates th_e location of your where | - .+ ~olor [] White

you save yourrasatemplatefiles. Style ForwardDiagonal
1 Tabula Rasa remembers up to a specific number of E Options - Graphic Stroke

actions that you may urm(Undo History). Color [ Peru
T Graphic Hl andGraphic Strokeoptionsare style Solid

automatically applied to each new graphic drawnaon ' ickness 1

canvas. If you would like gitaphicso automatically

Recent Items

FLILISENI Fa W{lIftY2yQ Ayal
drawn, change the color i@ptionsbefore drawing
on a canvas.

The maximum number of recent items to
show under the 'Open’ menu.

Export

There are two ways to export information:
1. ExportCanvas to Image
2. ExportTent Cards to CSV

Export Canvas to Image

Exportone or more of your canvases to image filwhjch you can then use for documentation or other
purposes. The end product is an image file that may-beaed and/or printed at a later time.

To export one or multiple canvases:

1. Click == Exportandselect I y @I & {(@tur+R)Y I 3 S X
2. Select the canvases you wish to export.
1 Browse to specify thdestination folder
1 Select your image formaisingthe dropdown menu.
1 Determine if you would like to overwrite existing files with the same name and/or open the
folder after exporting.
3. ClickExport

Learn more abouimage file formaton Wikipedia.
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http://en.wikipedia.org/wiki/Image_file_formats

Export Tent cards to CSV

Export attendee names and seating information to a .csv file for the purpose of printing tent cards for
events. Tabula Rasa produces both Formal and Personal Tent cadingdrased on commonly accepted
rules of etiquette.9 f Y { 2 Piing@db#&Bilitates the printing of tent cards.

To export tent cards to .csv:

=

ClickExportand selecfTent cards to CSV

2. Selet the canvas and Tent card format. There are two Tent card formats: One per Group and One
per Attendee.

Click9 E LJ2 NIi X

Specify the .csv file name and select the destination folder. Sdick

5. Import this .csv file into your software program of chofoe printing Tent cards.

ko

Seerescod NI R I L ==
Export tent cards to a csv file, which you can then use as an import file for another application such as Printlobs.
Select canvas: Tent card:
[Cambridge Castle v] lOne per Group -
Tent card Formal (23) Tent card Personal Table# Table Mame it
Mr. and Mrs, Tom Adams Tom and Audrey Adams 7 Table7
Mr. and Mrs. Tom Allen Tom and Alexis Allen 7 Table7 I
Mr. and Mrs, Andrew Anderson Andrew and Ardith Anderson 7 Table7
Mr. Albert Applegate and Guest Albert Applegate and Guest 6 Table@
Mrs. Bethany Barrett Bethany Barrett 2 Table2
Mr. Bernard Braun Bernard Braun 6 Tabled
Mr. and Mrs. Basil Bride Basil and Elaire Bride 6 Tabled
Mr. and Mrs. Christopher Carbwright Christopher and Cathleen Cartwright 1 Tablel
Dahlia Davis Dahlia Davis 2 Table2
Mr. and Mrs. John Doe Jehn and Jane Doe 5 Table5 -
Mr. John Doe John Doe 2 Table2 1
Teddy Doe Teddy Doe 6 Tableb
Mr. David Donohue David Donchue 1 Tablel
Mr. Edgar Edwards Edgar Edwards 2 Table2
Ms. Elizabeth Elmer Elizabeth Elmer and Guest 1 Tablel
Miss Emma Emmanuel Ernrma Emmanuel and Guest 1 Tablel
Miss Ernma Emmanuel Emma Emmanuel and Guest 6 Tablei
Ella Everitt Ella Everitt 1 Tablel
Miss Janet Foster Janet Foster and Guest 5 Table5
Miss Janet Foster and Guest Janet 2 Table2
Dr. Gertrude Gallop Gertrude Gallop and Guest 7 Table7 o
Mr. Gary Glunt and Guest Gary 5 Table5 - [
Open file after export Export... ] [ Cancel N
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http://www.elmsoftware.com/printjobs/index.htm

Print

The Print Reports screen allows you to print one or many reports at once. There are nine unigue reports to
print per canvas. If your current file has multiple canvases, you may select more than one canvas for
printing n one sessionYou may print to any printer on your network.

Calibrate your printer

It is recommended that you first calibrate your printer before printing reports. This will ensure that your
reports are printed with accuracy. To calibrate a printer:

=
Click =" Print.

ClickPrinter calibration(the Printer Calibration window opens).
3. Turn on your printer and clidRrint Calibration Sheet(do not close the Printer Calibration

window).

4. Follow the instructions listed on the calibration sheets (for both Lasygs@nd Portrait reports) to

determine your offset values. Note: You will need an-indar for measuring.

5. Ly GKS tNAYGSNI / FfAONIGAZ2Y 6AYR26> SyiGdSNI @2dzNJ \

Portrait reports.

6. Print the calibration sheet ag@aand remeasure the distances (the red calibration box should be
exactly one inch away from the edge of the page).

9 If your red calibration box is exactly one inch away from the left and top edges of the page,
you have successfully calibrated your printéfou may clickloseand proceed to printing
reports with that printer.

9 If your red calibration box is not exactly one inch away from the left and top edges of the
page, you must repeat stepséduntil you have successfully calibrated your printer.

N e

Print reports

Once your printer is calibrated, you may print one or multiple reports:

=0
Click =" Print.

Select the canvas(es) and report(s) you wish to print.

Review thePageSetup Clickeditto modify your settings

ClickPrint Previewbefore printing to make sure that the report(s) will meet your specifications.
Otherwise, cliclPrint.

PR
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Page Setup

Paper Size
Seté 2 dzNJ NBpeiE2efraihe list of

available paper sizes supported by your printe

Orientation
Select eithelPortrait (taller than wide)or
Landscapdwider than tall).

BodyCategory5 items)
SpecifyFont, Line Sacingand colors of used fo
the printed report

FooterCategory3 items)

SpecifyFontand color. To print the date when
the report is created, set thBate Format
property to LongDateor ShortDate

HeaderCategory(3 items)

To embed your logo in all reports, set tieage
property by browsing for and selecting your
desired graphic Spedfy Fontand color.

MarginsCategory(6 items)
Set your desired page margins

Print to PDF

You may also print reports to PDF (.géfifjou havea PDFprint driver installed. There are fréeDFprint

drivers available on the internet. EIm Software recommendditeCutePDF Print Driver After CutePDF

Ad R2gyf2FRSR FYyR AyadlfftSRI & godramiablePrintasSS W/ dzi St 5C
dropdown. Printing toPDFallows you toeasily email your reports to your clients and vendors.

Enjoy!
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http://www.cutepdf.com/Products/CutePDF/writer.asp

