FAQs, Hints, Bugs, and other things...

Known Defects...

+ Printing a Header/Footer in the Document Template Editor shows the text and image running off the page.
X  Workaround: Attach the Header/Footer to a test page, then try printing that test page to
view how the Header/Footer will look.

+ Images are not printing or showing in the Print Preview screen (occurs in the Document Template Editor and the
SSIS Workgroups). This could be one or all of the options listed:
e The image was edited after dragging and dropping the image into the Document Template Editor
workspace.

X  Workaround: Delete the image file from the Document Template Editor workspace and make
any adjustments to it in the Tree View. Drag and drop the image into the workspace in the
correct spot.

OR

o PDF or Internet Explorer settings are not allowing for the image to display.
X Refer to Attached Image Pages: PDF preferences should be set to "Display PDF in Browser";

Internet Explorer settings should be set to "Print Background Colors and Images."

+ Several Adoption and Licensing documents are not currently available in the Chronology folder.

X  Workaround: Several of these documents are available in the SSIS External Documents or on
the DHS website. SSIS is working on adding many of these documents back into the system.

+ Font formatting in the Document Template Editor reverts to a different style, does not change when selecting a
new style, and/or resizes when using the keyboard arrow keys.
X  Workaround: Save the template and Refresh the page.
X NOTE! — There may be additional issues with font formatting not retaining changes. If the
stated Workaround does not work, please contact the Help Line with specific steps leading
to the problem.

Headers/Footers

+ Why is the top line of my state document cutting off?

e Did you add a Local Agency Header to your State Documents? The top margins on several state
templates are set to 0” due to the underlying styles. Every county/tribe needs to add a Header to these
documents in order to compensate for that margin. Every county/tribe needs at least two Headers:

1. County/Tribe Letterhead OR enough blank space to allow for copying onto letterhead
2. Ablank space header that acts as a top margin.

+ The Setup State Template Header list is empty or does not have the document | need. Where is the document,
and how do | make the changes?
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Using this process is a one-time activity until SSIS changes a
template in system update. If any template editor has
Setup State Templates, then any future Header changes are
done via the Change Headers/Footers options.

Some State templates have a pre-determined Header.

A Local Agency Header cannot be attached to the
templates. These documents do not show up in the list.
(See sidebar for this list)

+ In the Setup State Template Headers box, the Local Agency Header

created is not in the drop-down field. Where is it?

Was the Status field changed to "Active" on the Header?
If not, change the Status field to "Active" on the Header
Properties screen.

+ How do | change the margins on my Header/Footer?

Header margins are not editable; however, default margins
can be changed while on the Template List screen. While
viewing the Template List (no document template open!!),
click on the File menu and select Page Setup. Adjust the
margins to 1"...remember that these are the default

State Templates that do

not need a Header

=  Certification of Distribution -
Social Worker Court Report

= Home Study Agency Process
Checklist

= Home Study Assessment

=  Home Study Assessment
Update

= |[CWA/MIFPA Social Worker
Checklist

= Notice of Required Court
Report - Child in Voluntary
Placement Due Solely to
Childs Disability

=  Notice that Child Was
Returned to the Care of the
Childs Parent or Legal
Custodian

= Outline for Health and Social
History Narrative

=  Report to the Court

=  State Adoption Exchange
Registration

margins for any Local Agency template created. After adjusting the margins, start creating a new

Header/Footer.

Headers/Footers directly affect the margins on documents to which they are attached. If the default

margins (which govern Headers/Footers) are set to something other than 1", then the result is skewed

margins on the side margins.

+ The current template editor allows the user to “Change Headers/Footers” with a simpler tool. This function is

for swapping Headers/Footers. Keep in mind that using this function will replace a designated Header/Footer

in all of the attached document templates.

+ Try testing Headers/Footers in a test document.

1.

2
3.
4.
5
6

Create a New Template (Type: Workgroup).

In the template itself, adjust top margins to 0.01", and then type a line of text at the top of the screen.

Click on Save and close the template.
Activate the Header/Footer, then find the test template.

Add the Header/Footer to the test template and open the test template.

Click on the Print Preview option to see how the Header/Footer looks. The line of text will show

where the bottom of the Header starts.

+ Remember to change the Status field to "Active" on a Header/Footer before trying to attach it to a template

(including "Set up State Template Header").
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General Document Template Creating/Editing...

+ Why are the margins of [State Template] cutting off on the left/right side?

v' One possibility is that the Local Agency Header attached to the template has margins set to an
incompatible size. (See information above for tips on this.)

v" The individual document was corrupted by something added to it. Check the text areas throughout
the document to locate any pasted incompatible elements (e.g., tables, images). If one of these
elements is found, delete the element from the text area and click on the Save Text button. Re-open
the affected text area to re-paste necessary text, and then click on the Save Text button again.

v |Is the document a combined document (e.g., CPS Notice of Determination Letter)? If so, then the
document may have hidden text areas with data entered in them. Try changing options in the Setup
tab to find these hidden text areas, and delete the data.

+ Tables are very useful for keeping text in line vertically and

horizontally. Use the Create HTML Table function in the template Try this: Use a table to
display titles next to a text

area. Use columns to keep
the title in line with the top
of the any text entered in
the text area.

editor to create a table. The function works best when the table width
is set to 100%.

+ Create separate sets of Input boxes with the width directly in the
Label. It will be easier to find the needed elements when creating the
template.

®  Quick Tip: Use percentages to adjust the width by adding the "%" symbol after the number entered
in the Width Value field.

+ During the template creation, set the Top and Bottom margins to 0.25" if you intend to add a Header or Footer.
These margins delineate the amount of space between the Header/Footer and the document template text.

+ When copying a template for editing, note any images that are in the original version. In the copied version,
delete the image from the workspace (it should still be in the Tree View), then drag and drop it from the
Elements list in the Tree View.

+ List boxes are invaluable resources for making documents appear rKeep in Mind...List boxes are like other\
individualized. elements for formatting and copying.
"g ® Hint: Common List boxes to use include [Yes, No, N/A], Format the list box text by dragging and
[His, Hers, Theirs], [He, She, They], plurals, numbers, etc. dropping into a pre-formatted line of
text. Copy the list box within the
+ When copying previous versions of templates for editing, the Type treeview, but do not copy list box
field cannot be changed. The Type field sets up the Style Sheet for elements that have already been
templates, and is set when a template is saved. L dropped into the workspace. )

+ Make document templates very general with lots of input boxes and text areas for workers to add their
information. Every worker has a different idea of what needs to be in a document.

+ Merge field labels and Date element labels appear in the Setup tab for end users. Keep the labels generic
enough to apply to different situations, but specific enough so end users know what to add.
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® Hint: These elements show up in the Setup tab in Numeric then Alphabetic Order, not the order they
are created or placed in the template. Use naming conventions to ensure the fields
appear in a logical order for end users, e.g., Begin Date versus Start Date.

+ Be sure to check the document template in the Print Preview before activating. The Preview tab does not show
an accurate depiction of how the final document will look when printed.
® Tip: Use the Preview tab to fill in some of the text areas and input boxes before trying the Print
Preview. This gives an approximation of any spacing or formatting problems that may occur.

+ Text formatting does work in the template creation, but it is not always easily recognized. It works best to type
text, then highlight that text and select the formatting preferred (e.g., Bold/Italics/Underline).
® Hint: When trying to format font for a created element (e.g., input box, text area), type some text in
’g the exact spot the element will go. Highlight the text and update the formatting as preferred. Click
Save, then drag and drop the created element into the formatted text (text on both sides with no
space). Click Save again and go through the Print Preview process (see above) to verify that the
formatting worked.

+ State templates have some features that are not available for use in Local Agency templates. For example, there
are prompts on the setup tab that give users the option to include specific fields on the document or leave them
out. In order to incorporate some of these special features, the template editor would need to be familiar with
JavaScript and HTML.

+ Be sure to plan a document template fully, remembering to

create it according to how the end users intend to use it. It will The State is not

not matter how nice a document template looks if the end users supporting the use of

cannot or will not use it. JavaScript for use with
® Tip: Try the document template out in a workgroup document template

(it will need be Activated) before making it available editing.
to all of the workers. Use a temporary name on the
template to identify it as unfinished to avoid accidental use.
Sometimes merge fields and elements fill differently than anticipated;

understanding the Setup Tab is extremely useful. If the template does

not work, delete it from the workgroup and revert the status to Draft.
Try this: Type information in the

Value field for the Input boxes as + Finally...don't take it personally. There will be complaints,
prompts or standard text that may problems, corrections, and changes to your templates. Be patient with
need changing in the future (e.g., yourself and your co-workers. Keep in mind that everyone has to change
N/A, other, phone numbers). This years of ingrained behavior to accommodate a new method of form
field displays for the end user, and completion.

will print if the user does not delete
or change it.

y
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Check Your Workstation Settings for PDF and Internet Explorer

PDF Settings (Adobe Acrobat)

Tools 'i'nl"ndnw
Ctrl+Z
Shifts CtrleZ

View Document

Chrle X
Cirl+C
Paste Ctrl+ ¥

Delete
Copy File to Clipboard

Seject All Crrl+ &

Deselect All Shift+Ctrl+A

Chexck Spelling
Lock Up Selected Word...

Eind Ctrl=F
aearch Shift=Ctrl=F
Seprch Results L

Preferences...

tings (Adobe Acrobat] ____
Wi

Preferences

Categories: Web Browser Opticns

Documents Display PDF in browser
Full Screen
General

Page Display

30 & Multimedia

Accessibility
Forms Box should
Identity be selected

International

Internet Explorer Settings (IE 8)

- Y . - pgg!-.-

% nl El

Reopen Last Browsing Session

Pop-up Blocker
Manage Add-ons

&l &

Work Offline

A

Compatibility View Settings
Full Screen
Toolbars

Explorer Bars
Developer Tools
Suggested Sites
Lync add-on

7 Intemet Options

Safety =

Diagnose Connection Problems...

&md|5mnﬂ|hvm|tmmt|mlmmlmmi_

Tools =
Settings
V] show pictures -
'¥/] Smart image dithering
V] Print background colors and images
- search from the Address bar
) Do not submit unknown addresses to your auto-search pre

esults in the main window
. t from CDs to run on My Computer™
Print background feqt 1o run i fies on My Computer=  |=
Fi1 colors and images [o run or install even if the signature is inv.
» should be 's certificate revocation
certificate revocation™
b selected s on downloaded programs it
1 2
F12 *Takes effect after you restart Internet Explorer
[ Restore advanced settings ]
Reset Internet Explorer settings
Resets Internet Explorer's settings to their default
condition.
f your browser is in an unusable state,
Be sure to select Apply to

ensure the seftings hold 1295 7/ vour vstem sdmnsrator

oK Cancel
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P St
Paper Options Margins {inches)
Page Size: Left: 075
- . J@q[lﬁta '] Right: 75
E Prfnt... | Ctrl+P @ Potai P R
| Print Breview. Frirt Background Colors and Images g, 07s
| % Page Setup... Enable Shrinkto-Fit

Adding an Image (Logo) to a Header/Footer

1. Use the Add Field option to insert an Image. DO NOT copy and paste an image into a template.

= ' Document Editor |HTML | Freview | Template Properties |

rF-‘s Add Document Template Field’ After clicking on "Add Field", =)
Image this screen will display.

Right-click on the "Elements"”
folder, and select "Add Field"

I

Image

Sidebar .
Document
Templates with Type:
Headers/Footers,
the only available
option is "Image"

Source
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2. Fill in the Values column from the top down. Add the image itself via the Source options.
Properties I'u'alues
Label Image
Image source
Width
Height
Placing the Cursaor in the field for
"Image Source” OR clicking on the
"Source” button opens a new
window for locating an image file.
Source Cancel
3. Clicking on the Source option opens the local drive for your computer. Use this starting point to locate the

needed image/logo.

Organize = MNew folder = (2]
- Favorites S
B Deskt | My D t - .
Des Tp ; F| My Bacuments This is an example of the window
.'ﬂ' ownioads )« N‘“_*‘ that displays showing search
£ Recent Places . gbtirner aptions to find an Image file.
L
= Libraries [ ‘ngo
@ Documents
J’! Music
[E=| Pictures
E s Select a file to
1% Computer In most circumstances, this will I
i TAFE NCTE. this field
& Local (C) default to the local drive (often ciif). auto-fills with the Image
& AlihMBLTEL file types that SSIS can
= {imn-dhsl.ca accept in the document
= Local Disk (Q:) template.
b
"! Metwork
o L} 3
File name: - [AII (*Jpo.* jpeg:*.png;*.bmp .t -
[ Open ] [ Cancel ]
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4. After adding the image/logo file to SSIS, fill in the remaining information then click the OK button.

{sis Add Decument Template Field |ﬂ|
Image

Select one of the Image files, and click an
"Open”__the Image Source field should fill with

the Image file.
Properties |'I.|'alues I
Label Image
Image source C:\ProgramData MicrosoftiUser Account Pictures\Default Picturesiusertile 14, bmp
Width 100
Height 100

After this information fills,
click on the "OK" button.

Source ar. Cancel |

\ r

5. Theimage/logo is now an available Element. Drag and drop the Element into the workspace. If the image/logo
needs to be moved around or re-sized, take note of the adjustments made before deleting the Element from the
workspace. Update the information in the Tree View, then drag and drop the Element back into the workspace.

- JHF Print date

HF Frint time

HF Template name

iHF Document identification

=¥ Elements Image is now available in
t-IMG Image the Elements folder.

N

CUICK ~CTE._Make any necessary edits to the Image
via the Elements folder (e.g. Height, Width...).
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Quick Tips...

E iaz! » Computer » j

0:
= Recent Places

Organize v

.U Favorites 4 Hard Disk Drives (2)
Bl Desktop Local (C2)
& Downloads “

195 GB free of 2’2 GB

the Image file
s 5 Local Disk (Q) needed saved in
Lib ="

s 'D:::mu your own folder for
3 A 4 Devices with Remov... (1) easier searching.
|| Pictures
e Lg DVD RW Drive (D:)

i .

TIP: Tryto have

% Computer

\ « Network Location (3)
Tina's Folder

@ Local (C) (\\MN-DHS1.C0.D

=

. Local Disk (Q) i
<

No pre

Organize v New folder

3 Favorites
Bl Desktop
B Downloads
= Recent Places

4 Libraries
+| Documents
& Music
= Pictures
B videos

usertilel2
1% Computer .
&= Local (C)
< .
=
a Local Disk (Q:)
-

usertilel4
\

€l Network

usertilel6 usertilel?
on

File name:

1. « ProgramData » Microsoft » User Account Pictures » Default Pictures

m

MAFNE IT EASIEE _use the

right-click menu to change the
view to Large Icons for a

miniature view of the image.

Q Select a file to preview.

v Extra large icons
Sort by » @ Llargeicons
Group by » Medium icons
Refresh Small icons
Paste 1
Paste shortcut Details

Tiles

Share with » Content
New 4 Hide file names
Properties lﬁ

|All (jpg:* jpeg:png:"bmp;"t ~|
[ Open [+] [ Concel |
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How do | ensure that | have an Image file available?

B 7
k‘ Remote Desktop Connection 4 u#l
3

Furst, Tina

0 ‘ Microsoft Outlook 2010 »

Documents

sr;.i?s Worker . . .
(55 1. Find it. Agencies may have a logo already

saved in the Public Folder/Shared Drive.

Pictures

W Microsoft Word 2010 »

Music
2. Open it and Save As to your own folder.

Computer Remember to keep the file format as a
EI Microsoft Excel 2010 » graphic (e.g., png, jpeg, tiff).
Control Panel

@ QuickBooks Pro Timer 7
- Devices and Printers

(] ¢ Lotus Notes 8.5

Adobe Reader 9 4

1._“7? Worker
Sl§=,_la8

Default Programs

Help and Support

__l-' Notepad
2@; Config Lite The Start Menu is a good place
: to begin. Click on "All

»  AllPrograms Programs".
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