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Navigate to the Main page of your project. In the Output Settings section under Cover Pages, you can choose

which template you want to use for your project, for both Customer and Sub-Supplier submittals. You can also

choose here how you want to create Excel cover pages - add to Excel files only or All Files, and if you want to embed

the excel cover page into the Excel document you are sending out.

1) Select from drop down list of available Cover Page templates that are available for your use on the project -

select both PDF and Excel version.

2) Select from drop down if you want to create Excel cover pages for Excel files only, or All files. Once this selection

is made, then select the checkbox if you want to Embed the Excel file as a worksheet in your Excel files. If this

checkbox is not enabled, Excel cover pages will be added to your submittal as a separate file.

3) Select from drop down which Sub-Supplier cover page you want to use on the project.

Remember to click Save Project on the top left of the screen once your selections have been made!

If you wish to modify the cover page preferences based on each Doc Code, click here to read the article Cover page

https://support.docboss.com/help/360039135733


and Stamp preference for each doc code.

For more information on working with Templates please check out our video: Templates

https://vimeo.com/503496755

