
ALTERING YOUR FORMS

SELECT THE FORM REQUIRED



e.g. SUPPLIER APPROVAL LETTER

MAKE CHANGES TO SUIT & CLICK “FILE” & “SAVE”



INSERTING SIGNATURE – SELECT PO FORM

USE PICTURE TOOL TO INSERT BMP IMAGE

SELECT PICTURE IMAGE FILE TO INSERT



SELECT No 13 WORKSHEETS

REMOVING BARCODE INFO

Click once on Barcode, then
press the Delete Key to rid this
print information


