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Date: Mar. 5, 2009 

 
NOTE: This feature currently works for "Survey Letters" only. 
 
You can now append standard documents to letters and notices. 
An example of standard document would be a specification document regarding installing backflow 
preventers for specific instances, such as Breweries, Boiler, Irrigation, etc. 
 
These documents will be printed "after" a letter is printed.  There are options about how they will be 
printed in the "Current Letters" editor.  These documents can also be included as part of email, however, 
in the current version of XC2, they will be incorporated into the body of the email in "plain text" only.  
Future versions will allow more options. 
 
First you need to create your standard documents 
 

 
 
Click "New" to create a new document, or double click to modify and existing one. 
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Create Your Document in the Word Processor 
You can Include headers and footers 
 
NOTE:  Any "Pictures" pasted in to the headers or footers will NOT be printed if using the 
"Append to Body" option in Current Letters. 
 
You must have a name of the document, and a "code" (for easy lookup). 
You may include inserts from the database as well.  (Database Reference Inserts) 
 

 
 
You can use any existing document and "duplicate" it to create similar documents. 
Click the Duplicate Document button to do so 
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In "Current Letters", you need to indicate whether a given letter allows appending documents 
 

 
 
"Append Documents to This Letter" allows appending Documents. 
 
"Append to Body of Letter" will place the documents all in one print job. 
 
 Note:  This option will not print any pictures that have been pasted into documents. 
 This option will only print the text and its formatting. 
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Appending Documents in Surveys 
 
When you are Creating or Editing a Survey record, you can choose to append documents to notice that 
you are sending.  (The notice must be selected to have documents appended.  See previous page) 
 

 
 
Click the Document Inserts button. 
 
Select which documents you want to include from the top list and drag them to the bottom list. 
You can remove any given document from the list to include.  (Remove Selected Document) 
Click save when done. 
 

 
 

When you print the notice for that survey, the documents will print after the notice. 


