How Do ...
Expand my letter to two pages?

Problem

| have a single page Thank You letter that I’d like to change to two pages. ReportBuilder (the
tool that TCManager uses for reporting including letters) has a very strict definition of a page. If
your letter is too long by even 1/100" of an inch, it will force it to a second page. Depending on
how your report is configured, this can then repeat the first page again (and it’s still a bit too
long) causing an issue where you never get your data.

Solution

By carefully defining the size of the letter and by making sure the settings for your pages are
correct, we can build a mail merge type letter that will print correctly.

Process

1. Open the report for editing that has the Letter structure in it.

2. Identify where in the report the letter is located. The letter, including letterhead, text
and any other components -
should be in the Group Header. =~

a. Inthis example, they are | ~ ourestatar ind
shown in Group[0] on e raol nal
ind_id [GREEN].

NOTE: By storing the objects in the Group Header, control is gained over pagination.

Additionally, this prevents multiple rows for the same contact from creating multiple letters.

3. Ifthe objects are not in the Group Header section, they

| Executive Director

will need to be moved to it. e il
a. If the Group does not exist create it. If it does " e — S
exist, verify the properties match the definition [ =
created below. = —— |
i. On the Design tab, go to Report [GREEN], -
Groups. “Breakon
ii. Click Add [RED]. Lol
iii. Choose Data Field and then select the rResdme— == " | Ly
IN D_| D field [BLU E] . [V Reset page number | [ Email new file -'
iv. On Group Change, Start new page should ;i ,'J_Sitrdd -
be checked [PURPLE]. T —
v. On Group Change, Reset page number I~ prevent orphans
should be checked [PURPLE]. L e I
vi. Reprint group headers on subsequent _ Gl |
pages should be unchecked :
vii. Click OK.
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b. If the objects are not in the Group Header, move them into the Group Header.
i. Setthe size of the Group Header [BLUE] object to at least 12 inches. This
can be done by dragging the grey bar
down or by setting the Height R v
property of the Header to 12.0. P

.o . . E-[[E R t
ii. Select the objects either together or one e oo tares

X

»

I K

. . . E o
at a time and drag them into place in the 57 Groups[0]: ind_id
Group Header. el
iii. Setthe height of the Group Header back B emonvariat |
to 105 Properties for GroupHeaderBand3

B Appearance

NOTE: By setting the height to 10.5, any sections with a small [ Background (TepBandackaroundsettings)

Border {TppBorder)

height that may not be visible will not force the page height to visitle 3

be greater than 11.0. Tuﬂ_m |

T PrintPOSitoTT o

4. Set the Title, Summary, Header, Footer, and Detail B Ve
BottomOffset 1]
sections’ height to 0. Some of these sections may not ‘ PrintHeight phtatic
(] Output - File
be in the report. This is OK as well. [ save r

M_}wewew
MASeeae DB AHRGRER N2 288 o ... 5. To add the second page, expand the

: RichText4 Calbri -2 - Bz ulE=
' 280wl x ) Group Footer height to 10.5.
: EE e 6. Add the objects required to finish the
second page. This may include a

Fields for Lists

Name Type. Size A 1
e, header or footer image and another
E List Category String 20 . . . .
List Name string 0 R h T I b h
i tommiopion 33 10 Ich Text mail merge object as in the
= ay name Maine, S0z 2015, [BLroster Amount: Double 4
: (Buroster Conments  Memo sam ple below
s, that [@iLroster Date DateTime .
5 ;Pﬁh" Ut UL [BiLroster Text1 String 255
: e pie : [8i1nd Emailt String 255
3 Hsabltisae sbl tavethe s that e chocse |wnhmppimfue&dl,ly‘g'add”l 2&327“'“‘ [B)1nd Firstname String 50
PR &bt g i ! [Giind Lastname String 50
s whaiallhane Intellectual andfor Deseld povental D1 [ String 500
C focising au fundia ing effors, to ereue [Gaddresst String 100
e e s pisivesses E Address2 String 100
o i
y et B e o2
B [istateorprovince: String 32
| B ourjvest [Eind1d Longint
3 Esadinth i xp ration of o SUF U A& Baok, andanthe [B)1nd Salutation String 25
backofthe e han about Speaking UpforLs, 355 the! [21nd Labelname String 255 =l
< :SI‘Jlusa30u‘s,il\dyauldﬂm(nnml\beuxdsdumhk,mxhemem ! Data [ Layout
'5 ' i Report Tree x
3 [ Image2 |
%] RichText1
] Memo1

3 : v : @5 SystemVariable1
a ; 2] RichTextz

o [ 1maget
5
3 0 e+ o Eleabath + i D 1 2 ;‘Eﬂ:w
o =) Footer _
Gl Sl o &
3 A Lile Bit About SUFL f o v‘f BETETE =l
DL miueotamshe rere ¥ Properties for RichText4
' B : E Appearance B
- 2 j Border (TppBorder)
: R B Color Ociwhite
= H ) 3 Transparent 4
E » H visible F
3 S VOICE ouropinore aredthauights for vt e nasdt : B Content
- » Ciaats CHANGES 121mprone QUR Ines H
T Teachpaople sbaut us a3 o AGIITIES Mailterge r
PR i RichText (Edit...)
- Srteden e H B 1dentity
3 H : [ userhame RichText4.
Y Boats: } B Layout
: H & H DesigrLayer PprDesignLayerl
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T8 e e vospacaly Chapters i anchors [atLeft, atTop]
- L H BottomOffset 0
e s KeepTogether r
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It B OverFlowOffset 0
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! B ReprintOnOverFlow [~
= H i ShiftRelativeTo
- H Stretch r
feademn ook Bl Output - File
5 + H ExportRTFAsBitmap |
: € } Save r
St Savelength ] | |
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