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Editing a document template

In Millennium Cashier, go to the Setup menu, select Document Types and go to the
Template tab page. This will display a list of the Microsoft Word templates that are
supplied with Millennium.

|@|Document Types Setup Ol x|
Document categoies  Templates |
Code Category | Description Filename ;I
CLETTER Sample Client Letter C:4Program FileshOpsis‘MillenniumtDochS amplesh T emplateshLetter DOT
CLIEWT Sample Client Document | C:4\Program Filez\0psis\MillenniumtDoch\S ampleshT emplatestClient. DOT
ILETTER Sample Individual Letter | C:%\Program Files Opsis\MillenniumsDochSamples\ T emplatesiLetter. dot
INDI Sample Individual Docurn C:A\Program FilesWOpsisiMilenniumsDochSamples\ T emplatesindiv. dat
MLETTER Sample Matter Letter C:%Program Files\Opsiz\MillenniumtDochS amplestT emplatessMlztter. dot
MATTER Sample Matter Document C:5\Pragram FilesW0psisiMillenniumsDochSamples\T emplatesib atter. dat
COMFEE Conditional fee C:%Program Filzs\Opsiz\MillenniumiDochS amplest T emplates\ConFeeHD
STATEMEN Sample Statement C:\Program FileghOpgis\MillenniumiDochS amplesh T emplatesStatement.

M

Sample Bill Summary C:%Program Fi ilenniumLioch S ampleshT emplatessBill S um. 0 O

COMMATST Controlled b atter Start For C:\Program Files\Opgis\MillenniumtDochS amplesh T emplateshContdatSt |
COMSMATR Congolidated Matter Repc C:A\Program Files\Opgis\MillenniumtDochS amplesh T emplatesiConshd atR.
BILLDET Sample Bill Detaled C:4Program FilezhOpsis\MillenniumtDochS amplesh T emplateshBill D et. 00"
BILLDSLIM S ample Bill Summary C:4Program FilezhOpsis‘MillenniumtDochS amplesh T emplatesiBill Sum 00
BILLDDET Sample Bill Detaled C:4Program FilezhOpsis\MillenniumtDochS amplesh T emplateshBill D et. 00"
STMCOSTS Statement of costs C:4Program FilezhOpsis‘MillenniumtDochS amplesh T emplateshStmCosts.C
CLASHSTH Client cash statement C:AProgram Files\Opsis‘MillenniumtDochS amplesh T emplateshCCashStm. -
o | =
@, view | [ Add | S, Edi | é‘ge|ete| ? Help | j"Lg|ose|

Highlight the template that you wish to edit and click on the View button. Make a
note of the template filename because this will tell you the location of the template.

Yiew a Document template record |

Code

Dezcription
Production method
Production source
Cateqory

Template filename
Storage location

Default document filename

Maotes

IBILLSUH

ISampIe Bill Surnrnary

IWDrd direct

=
IBiII j Sort order s la]
=

IMatter j

ISampleBillSmeary
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Open Microsoft Word and select File and Open. Go to the location that you noted in
Millennium and open the template. You will notice that the document has blue text
and ‘$’ before much of the text — these represent the field names that Millennium uses
to import data into the Word document.

il Billsum - Microsoft Word . ==l
File Edit Wiew Insert Format Tools  Table  Window  Help Type a question for help [+ 2
N E2EHa9n SR& Y B < - 7% - 2 24 BodyText - TimesMewRoman ~ 10 + B 7 0T E I EE DA T
Final Shawing Markup = Shaw~ | 4 B Uh « X~ (3~ 2 | FH | . [milennium

[c] 4 ‘|-1-‘ R N SN RN RN RS RN NS RSt R - RN RN RN - =

- $Options$ OldMethod

z $REMS - Totaling variahles ——-

- FLeth total charges = (Bbill freb - Bbill fee o) + (Bbill _misc_fee® - Sbill_misc fee cf)

FLeth total dishs = (Fbill disb$ - Bbill_dish by + (Bbill_client disb - $bill client dish_ch)

BLeth total wat= (Bbill fee vath - Bbill fee wat cF) + (Bbill misc fee vath - Bbill musc fee vat o8) +
(Fbill dish watk - Bhill dish wat cB)

SREMS - Formatting Commands ——-

Formatd total_charges #HEHE0.00

Fformath total dishs ghetet0 00

- Formath total vat 0,00

- $Letf th cale vat =Format(Eth walueh * (Bvat_rated / 1000, "sHEH0.00"
Fformat$ th_walue #HEHHED.00

Fformath mch_value gHEHER0 00

fformath dba_amount gHHE0. 00

“ Format} dba_vat #HEHEHE0 00
- Fformath deda ameunt g0 00
- $format$ dfa_amount fHEEE0.00

Fformath dfa_var g0 00
Bformat$ bill_total HEHHHE0 00
= Fformatd bill_total_p fHEHHH0 00

- $ormath bill_total_o 0 00| =
- $format$ bill date dd'mmfyyyy o
i} $iff "Paddress_name 15" <="" BillMo: | Fhill nok 2
=rlE|= 4 »
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Go to File and Save as. Ensure that the Save as type is Document Template. You must
also ensure that you rename the document and save it in a separate folder. The reason
for this is that the next upgrade will copy over the contents of the templates folder in
Program Files if you do not move it.

You can now edit your template in the normal manner. Once you have finished
editing it, you should save it again.

It would be a good idea to save this new template in a separate Document file
somewhere on the network that is accessible from all machines. This ensures that
any further changes you make would be global.

In Millennium Cashiers Desktop, go to the Setup menu, select Document Types and

select the Template tab page. Highlight the template and click on the Edit button. Go
to the Template Filename and use the Browse button to locate your newly edited and
renamed template.

Click on OK and you will be ready to use your new template.
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