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How do I create templates in which images can have only certain maximum dimensions?

If you want to create MS Word templates for printing of, for example, object descriptions from your museum collection, and you only want to print the first occurrence of the reproduction Identifier (URL) field, and you also want to specify the maximum width and height of that image, then you can do that by using a frame. In such a template you cannot use a table because a table automatically prints all occurrences and from a table only the maximum width can be specified to automatically reduce the size of the image; if you also specify a fixed height, an image that is too high is cut off at the bottom instead of being reduced.
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Figure 1: Printing to ObjectdescrWith1imagePerPage.dot

So, instead of a table you should use a frame. The three example templates with this FAQ can be used in the Print wizard to print selected records of object descriptions in three different ways, namely as 1 record per page, including a large pane for the Description field (see figure 1), as 2 records per page (see figure 2), and as four records per page (see figure 3).
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Figure 2: Printing to ObjectdescrWith2imagesPerPage.dot
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Figure 3: Printing to ObjectdescrWith4imagesPerPage.dot

Creating a template with frames

If you wish to generate one object description from a record, per page, like with the aid of the ObjectdescrWith1imagePerPage.dot template, you should take the following into account:

1. From Word 2000 you can’t insert a frame directly into a template anymore. Therefore, first insert a text box via Insert > Text Box, and then draw a rectangle in the desired spot, by clicking and dragging. (To illustrate, open the ObjectdescrWith1imagePerPage.dot template in MS Word and click <<BE>> or <<B1>> to display the accompanying frame.)

2. Enter the field reference <<B1>> in the frame. Directly in front of the field reference, type a space, select it, and choose font size 1 for it by typing this value in the drop-down list with the same name, and pressing Enter. This space makes sure that the image which is inserted when printing, will be reduced instead of clipped. 


3. Now convert the text box to a frame by right-clicking the border of the text box that you drew, choose the Format Text Box option in the pop-up menu, and on the Text Box tab of the window that opens, click the Convert to frame button. Click OK in the next message.


4. Right-click the border of the frame and in the pop-up menu choose Borders and Shading if you would like to create or remove a visible border around the frame. Do choose Format frame in the pop-up menu and in the window that opens (see the image below, for an example), for Text wrapping choose Around. Also set the Size Heigth and Width to Exactly. Then set the desired position, if it must be different than what it currently is. In Distance from text, you may choose another value to specify the distance from the frame border to the text. Leave the Move with text and Lock anchor options unmarked, in this case. Click OK to apply the settings.
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5. Next to, and beneath the frame you may now include fixed text and other field references. 


6. Type <<PageBreak>> behind the last paragraph. The forced page-break only works if the frame you just inserted is not the first element in the document. You can achieve this by dragging the anchor of the selected frame to the second paragraph. The anchor is visible if other hidden characters are also visible. Click the Show/hide button [image: image5.bmp] to show or hide these codes. Then click the anchor, keep the mouse button pressed down and drag it to the second paragraph. 
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7. In analogous manner you may create the frame in the lower half of the page, if desired, although you won’t have to include a space in front of the field reference here, because text will be inserted here, not an image. (This frame limits the length of the Description field in this template.) The properties of the lower frame from this example template are as follows:
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8. If you want to print more than one record per page, like you can with the other two example templates, you mustn’t place a <<PageBreak>> on the template. Also, when formatting each frame, you’ll now have to mark the Move with text option, otherwise the concerning frame can appear only once on the page.


Editing the example templates

Of course, you may adjust the example templates to your liking. But each template has some issues that limit the possibilities:

· To ObjectdescrWith1imagePerPage.dot you can add several fields to the column on the right, or remove them from it, without any problems. Just make sure that the anchor of the first frame won’t move to the first paragraph. If you want to remove the Description field, you may either only delete the field reference, or select the frame (click its border) and press Delete.


· ObjectdescrWith2imagesPerPage.dot is more difficult to edit. After turning this way and that, it’s been achieved to print exactly two records on one page (exceptions left aside). If you would just add a hard return on the left side, then two records would no longer fit nicely on one page, which would cause the type page to shift position. You can remove the text and field reference Description: <<BE>> without any problems though. If you want to add a field to the column on the right, make the frame below it one line height smaller from the bottom up. If you want to remove a field from the column on the right, then make the frame below it one line taller from the bottom down or leave a hard return where the field used to be. (Make sure in the column on the right no hard returns become visible beneath the frame.) If you want to adjust a lot in this template, it may be that you’ll have to experiment with the number of hard returns on the left side, the upper and lower margins of the page, and the height of the frame on the left.


· For ObjectdescrWith4imagesPerPage.dot it also applies that only after turning this way and that, it’s been made possible to print exactly four records on one page (exceptions left aside). At the most, you can add one field extra to the right side. If you remove fields, leave a hard return for each deleted field. Below the fields you’ll find an empty frame, which makes sure that when e.g. a title is so long that the text wraps to the next line, the vertical space a record needs doesn’t change, and still four records fit on one page.
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