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Yvonne:
    I'm trying to create an email merge template.  I inserted the image I want at the very top of the page.  Then I pasted the text I need, and the signature.
    
    First of all I want to view the entire document, but I can't.  From what I can see, the text of my letter is way below the icons comprising the image at the top.
    
    I also need to include and address merge fields because that's how they want the email to look.
    
    How can I avoid that large gap between the header icons and the text?
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	Your call accepted by Joe. Currently in room: Joe.
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Joe:
    Hello Yvonne, how are you doing today?
Yvonne:
    Fine except for this rush job I can't seem to figure out.  I have created templates in e-Tapestry before, and have uploaded the image and inserted those too.
Yvonne:
    Should I create these as letters and just send them via email?  There are about 80 of them.
Joe:
    This is probably something that I'll need to see first hand to work out what to do.  Would you mind if I logged in using a cloned user to take a look at it?
Yvonne:
    Fine with me.
Yvonne:
    Should I use the icon above and send you what I want the finished document to look like?  I have it prepared in Word.
Joe:
    I don't see that your organization currently has a cloned user.  Would you be able to clone your user so that I can get logged in?
Joe:
    - Click on the Main tab
    - - Click on MY USER 
    - - Go to the Other page 
    - - Click on the button “Clone this User”
    - - Fill in the login Id as your login_support (so if your login is sawyer, it would be sawyer_support)
    - - Fill in the password as etaphelp
    - - Fill in the Expiration Date for the login ID as one week from today
    - - Fill eTapestry Support in for the Name and the Sort Name
    - - Click Save, and please include the login ID and password in your reply
Yvonne:
    Ok, I followed your instructions and used yengel_support for login ID and etaphelp for the password.
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	Yvonne has sent a file. Click Kirkpatrick Icons.jpg (197 KB) to receive the file.
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	Yvonne has sent a file. Click Nom followup letter.doc (779 KB) to receive the file.


[image: image9.png]



Joe:
    Ok, I'm in.  Which template are you working on and in which category is it stored?
Yvonne:
    I tried creating a new template within the email templates.  Not sure I saved it because it wasn't right.
Yvonne:
    It's called the Kirkpatrick Nom Followup letter
Joe:
    In looking at the template, it looks as though the image being inserted as the header is actually taking up all of that room.
Yvonne:
    I started with the icons and scanned a full page.  Knowing that would include much empty space below, I edited the image as just the image and no extra room, but that was after the first try, which is what you might be looking at.
Joe:
    If you scroll down to just above where you see today's date and double-click, you'll see that it opens up the insert/edit image screen.  When clicking on the Appearance tab you'll see that this image is actually 2550 x 3300 px, which is very large
Yvonne:
    I may not have saved the other one, but even that didn't work; I had no space beneath the jpg file containing only the image.
Joe:
    It looks as though it is still pulling in the entire page for the image header.  If you have an image editing software such as Photoshop, I would recommend cropping the image to just where the banner appears and to resize the image itself to somewhere closer to 1000 px wide
Yvonne:
    I sent you the file that contains only the image, having cropped the space below from the file.
Yvonne:
    Did I not do that right?
Joe:
    Do you happen to have a smaller file of this image?  It's a total of 384 KB in size, and we typically recommend keeping images below 80 KB.  Larger files may not always upload correctly and may not actually appear in the template.  That's the trouble that I'm currently running into with it.
Joe:
    Actually, it looks like I did get it to upload
Yvonne:
    The document size of the image is 8.467 wide by 2.667 high; pixels: 2540 width and 800 height.  It looks fine on the paper when I print it out.
Joe:
    I saved the template, so you can take a look at it.  The white space below the image is no longer there
Yvonne:
    Wow -- from what I can see it looks sooooo much better!  How can I view the entire page?  (I still need to insert a signature image.)
Yvonne:
    I think I also need to use the e-Tapestry merge names, since I previously created the template in Word with an Excel merge.  I believe I can do that part, though.
Joe:
    I went ahead and resized the image as well down to 1000 px across.  You can exit and go back in to view that change
Yvonne:
    Okay, I'm now inserting the e-Tapestry merge fields[image: image10.png]



Joe:
    Okay.  The image may need to come down just a bit in width, but it should be okay for email
Yvonne:
    The signature I'm inserting is a .bmp file.  Do I need to copy, scan, save as a jpg?
Joe:
    Yeah, unfortunately .bmp aren't able to be uploaded.  The 3 images types that will work are .jpg, .gif, and .png
Yvonne:
    Okay, I saved it as a png and will try inserting it while you are still able to help me if I have trouble.
Joe:
    Ok, sounds good.
Yvonne:
    I have inserted it, after making it much smaller, as a .png file.  Can I now view the entire page?  If so, how?
Joe:
    What do you mean by view the entire page?  Sorry, I just want to be sure that I'm on the same page
Yvonne:
    I want to see the icon header, the text with merge fields and signature all on one page.
Joe:
    You can choose to send yourself a preview of the template by clicking on either the PDF, Word, or Email icons in the Tasks box.
Joe:
    Is that what you'd like to see?
Yvonne:
    Yes, or if there is a screen view I could select to see if everything looks good (I think the signature might still be too big).
Joe:
    One of the preview options will be your best bet.  The only view within the editor itself is the one that you're seeing now [image: image11.png]



Yvonne:
    Okay, I'll send it to myself and let you know.
Joe:
    Ok, I'll remain in stand-by [image: image12.png]



Yvonne:
    The file is zipped and when I browse for a software to open it, I'm not sure what to choose because Word isn't one of the choices.  Any suggestions?
Joe:
    Did you just email yourself a preview of the template?
Yvonne:
    I didn't see that choice and had to merge it with a query.
Joe:
    When you are viewing the template from the edit step, there are 3 icons to the left in the Tasks box that will allow you to generate a preview of the letter in either PDF, Word, or email format.  This will keep you from having to run it through a query
Yvonne:
    I do remember seeing that at other times, but not this time.  I must have been in a hurry.  Now it seems stuck.  I merged it with only 12 names and it's still "generating."
Yvonne:
    I want to navigate away to stop the process, but it won't let me select "Main" so I can start over with the preview.
Joe:
    Let me see if I can see a process running for your username and get it killed
Yvonne:
    Thanks.  If the signature looks too big, feel free to make it smaller[image: image13.png]



Joe:
    I'm not seeing anything running for your user at this time.
Yvonne:
    Me neither, but I can't move anywhere else.  Should I log off and back on?
Joe:
    Did you get your template saved after you completed it?
Yvonne:
    I think so, but am not certain.
Joe:
    I just logged back in, it has been saved.  The signature is VERY large, though
Yvonne:
    I did start with Communicate and have now viewed the saved template, and wow is the signature big!  I'll resize and try again.
Yvonne:
    Why can't I delete the current signature image?
Joe:
    You should be able to do so after you click on the signature and then hitting delete.  Is it now allowing you to do so?
Yvonne:
    No.  I'm in Edit and clicked on the signature image.  Nothing is selected.
Joe:
    In the editor across the top of the screen is the Image icon highlighted after you click on the signature?
Yvonne:
    The "tree" that says insert/edit image?  Yes.
Yvonne:
    Okay, I didn't see it "select" the signature, so I didn't press delete.  I pressed delete now and it's gone[image: image14.png]



Joe:
    Ok.
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	Yvonne has sent a file. Click Michael.bmp (25.8 KB) to receive the file.
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Yvonne:
    I just sent you the signature file.  Would you please save it as a png in the size you think will work for me?
Yvonne:
    We want to send this "letter" out via email.  Can we do that from this area of "Correspondence Template" or must we somehow save it in the email template area?
Joe:
    I don't actually have an image editing program on my computer, so I am not able to edit this image at all.  Do you have a PNG that has already been uploaded to eTap?
Yvonne:
    yes, if not I'll do it now.
Yvonne:
    It's there, but very small.
Joe:
    The one that is currently uploaded is 250 x 280, but there is a lot of white space surrounding the actual signature
Joe:
    Without any image editing software there is really nothing that I can do with this particular image.  You had a larger version uploaded earlier, do you still have that version?  That one was larger, but I would be able to re-size it within the editor
Yvonne:
    The larger file is now called Michael2.png and has been uploaded.
Joe:
    Ok.  Give that a look and tell me if that is an okay size
Joe:
    And I just sent you a test email of the finished product as well.
Joe:
    The merge fields are empty in the test since my user account doesn't have any of that information entered, but you may be able to send the test from your user to see how those fields merge
Yvonne:
    Sent it to me where?  I don't see anything.  And I can't insert it into the template to check it out either; and the uploaded e-Tap file won't open when I double-click.  What do I need to do?
Joe:
    Ok, go ahead and click on Communicate > Create/Send Correspondence and open the template back up.  You should see the sig inserted into the template that I have re-sized.
Yvonne:
    Perfect!
Joe:
    Ok, from this same screen click on the "Email" icon located on the left hand side of the screen
Yvonne:
    We want to send this "letter" out via email.  Can we do that from this area of "Correspondence Template" or must we somehow save it in the email template area?
Joe:
    Here you can enter an email address to see how the email will appear once it is sent out
Joe:
    The preview that I sent was to yengel@bradleyfdn.org
Yvonne:
    Does the template need to contain the email address in order for us to send it there?
Yvonne:
    Email address is correct but I didn't get anything yet.
Joe:
    You may need to check your spam folder as it may not recognize Etapestry's IP address
Yvonne:
    I looked in my junk mail but it's not there.  I don't have access to the server's spam folder to see if it's stuck there.  Even the email one to myself to just view it hasn't come through.
Joe:
    I just forwarded the copy I received so we can see if that makes it through
Yvonne:
    Joe, your email just arrived and it looks great.
Joe:
    Ok, great!
Joe:
    Do you have a query of accounts that you would like to receive this email?
Yvonne:
    Yes, the query is in the Groups category, Kirkpatrick Prize Nominators.
Joe:
    Ok.  To send this email to those accounts you'll want to choose the "Mass Email" option listed beneath this template's name from the Category screen
Yvonne:
    I don't have an option of mass email, but earlier I discovered I do not have permission to do that.  I will inform the person who will be sending this (she has emailed from e-Tapestry before) your directions from above, if that's all there is to it.
Joe:
    Yep, that's it.  She'll be able to select the query of the recipients and proceed through the steps as normal to get it sent out
Yvonne:
    It's taken hours, Joe, but I really appreciate your help!!!  I think this project will get out today as it is supposed to[image: image18.png]


  Your were very clear and extremely helpful in answering all of my questions.  Again, my biggest thanks to you[image: image19.png]



Joe:
    You're welcome, Yvonne.  Let us know if you have any other questions and we'll be glad to assist.
Joe:
    Have a great night!
Yvonne:
    Thanks -- you too!
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