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Document Template Editor Video

The Document Template Editor is used to create custom documents for your distributions. These templates can

then be used to complete a distribution package for printing, a custodial directive, cover letter, etc.

To access the ‘Document Template Editor’ click the ‘Module Options’ button in the upper right hand corner of the

plan level dashboards.

Once the editor is open, select the template you would like to edit or clone. Please keep in mind that if the template

is a “System” template, that is indicated by ‘Yes’ in the “System” column. These templates may be cloned, but not

edited or deleted.

If you choose to clone your template, click the ‘Clone Template’ button in the bottom right of the pop up window.

http://product.ftwilliam.com/wp-content/uploads/2019/06/Document-Template-Editor-Clone-and-Split-Distributions.mp4


Once cloned, you can rename the template at the time of cloning or in the box above your template formatting

tools. (You are able to rename this template at any time.)

If you select to utilize the HTML Template option, you are able to edit the template from within the tool:

While editing, the software gives you the option to insert placeholders. Placeholders are used to populate specific

data in the template when generated for a distribution. For example, if you use the placeholder for SSN in your text,

the appropriate SSN would populate in that template when attached to a specific distribution. Always make sure to

save your template when you are finished editing.

 

To show a list of placeholders select ‘Show Placeholders’ at the bottom left of the screen. This list can also be

exported in Excel for easier access:



Once a template is attached to a distribution record, the software will populate that participants data inside of the

template.

If you choose the “Document” format template type, you will be able to upload templates that you have on your

computer into the system:

For example, if you have a merge document and you have inserted logic with your own placeholders, there is no

need to recreate the file for use in the software, you will simply need to update the placeholders to match ours, and

upload your existing file into the system.

To accomplish this, select your merge file with existing logic, you will need to alter your data to match with our

placeholders. Find the merge field you want to edit and right click on it to open up the editor.



Insert the ftwilliam.com placeholder here so that the software will know where to populate data from the software

into your template.

When you are finished, you will want to select an existing “Document” format template and click the “Clone”

button. Next you will need to give your new template a name.



From there you will need to upload your file into the software and choose the “Mail Merge” option from the menu.

When you click the “Upload and Save” button, the software will load your new template into your template library

for use.



You are also able to use a Word file and fill in the forms with our placeholders. This is the “Find/Replace” option.

You will need the follow the same instructions, but choose “Find/Replace” instead of “Mail Merge” when you upload

your new template. Below is an example of a“Find/Replace” template set-up with ftwilliam.com placeholders.

*The difference between a merge data and “Find and Replace” is with a merge file, you have logic and will need to

replace your internal variable with our placeholders in order for the system to properly display the data. With Find

and Replace you are just inserting our place holders into a file.

The last option is to use a record keeper form. You will need to open the form in Adobe in order to make changes.

You will need to Select Tools>Forms>Edit

Then right click on the existing variables inside of the PDF and replace the fields with our placeholders. Please note

that you do not need to add “!@!” when working with a PDF. Once in the system, the software will use these fields

to input the proper data after the template has been attached to a distribution record.

Once your file is ready to be added to your template library, you will need to clone an existing template with the



Format category “Document”. Next, click the clone button and give your template a name so it is easily

recognizable in the library.

If you are uploading a record keeper form, please note, you will not need to select find and replace or mailmerge.

Once ‘Upload and Save’ is selected, the file will be made available inside of the template editor library for use.

In order to use the forms, select the participants you wish to attach them to from your dashboard:

From the bottom left hand corner, select the ‘Do with Selected’ button and select ‘Attach Files to Distribution’



You will then be able to select the forms you wish to add to the participants from a checklist. Select the templates

and click the ‘Attach’ button.

From here, the software is taking the data from your distributions and populating it into the appropriate fields that

match the placeholders on the forms.



Once this process is completed, you may access a zip file with individual folders for each selected participant via the

‘Do with Selected’ and ‘Download Attached Files’ option.

 

 

All distributions forms and data are also stored inside of the distribution record. You may download your files for an

individual distribution by clicking the ‘Open’ button for the desired distribution record and clicking the download

icon next to the upload files link.



You may also attach files individually to distribution records via the ‘Miscellaneous files for download’ section on

Step 2 of the distribution data collection process. Click the ‘Attach Document Templates’ link and you will be able

to access your template library from there. Once you select your templates and attach them, they will be attached

to your distribution record and will be available for download via the download icon.


