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1 Getting started

1.1 Introduction

1.1.1 Introduction

PerfectTablePlan v4.2.5 for Mac OS X

PerfectTablePlan helps you to quickly create table plans and seating charts for
weddings, parties, banquets and events. We think you will find it a lot easier than
using scraps of paper.

The unlicensed version of PerfectTablePlan only allows you to save, export or print
plans with up to 30 guests. If you want more than 30 guests you will have to
purchase a licence.

If you are confident of your computer skills you should start with the Quick start
guide. This will get you creating your first table plan very quickly. If you would like
more in-depth instructions please go through the Tutorial. You can also watch
online demonstration movies.

Note We have a separate version of this document for Windows.

1.1.2 Conventions in this document
Screenshots are taken from the Windows Vista version of PerfectTablePlan.
Text that refers to elements of the user interface is in bold, e.g. Main window.
Menu1>Iltem1 means: click on Menu1 in the menu bar and select Item1.
Text that the user can type is in a non-proportional font.
Text that refers to keyboard keys is in italics. E.g. the keyboard accelerator for
Insert> . Single Guest is 3£+G, which means hold down the 3£ Key and press the G

Key.

Hyperlinks are shown in conventional hyperlink format.

Underline is used for emphasis.

'Click’ means clicking the left mouse button, unless stated otherwise. If you have a
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single button mouse you can simulate right click by holding down the Ctrl key and
clicking the left mouse button.

1.1.3 System requirements

The suggested requirements for running this software are:

Operating system Mac OS X 10.3.9 or later.
Processor G3 or better

Memory 32 MB or better

Screen resolution 800x600 pixels or better
Colours 65,536 colours or better

You may be able to run the software satisfactorily on lower specification systems,
but we can't guarantee it. If in doubt, try running an unlicensed version before you
purchase a licence.

1.1.4 The help system

Help is available in a number of different ways.

Context sensitive help

Context sensitive help provides detailed information on the use of each pane and
window. To access context sensitive help press 3£? or click on a Help button.This
opens help in a separate window.

The Mac OS X Help Viewer

The Macintosh Help is similar to the Windows Help, but is displayed inside a web
browser window. If you can't see the contents tree in the left pane, try enabling
Java in your browser.
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PDF help

A PDF version of the help is also installed with the application. You may find this
more suitable for printing.

'How do 1?' help

Click on the How do I? button on the tool bar to see a list of common tasks you
might want to perform. Click on an item in the list to go to the relevant help page.
The list of topics shown varies depending on what you are trying to do (e.g. which
panes are visible).

Tool tips

Some controls display tool tip windows when you hover your mouse cursor over
them. You can turn this feature on/off using the show tool tips checkbox in the ®
Preferences window.

'What's This' help

What's This help provides tips on individual controls, e.g. on the function of tool
bar buttons, menu items, text entry fields etc.

To access What's This help from the Main window select Help>What's This. Then
click on the item you are interested in and a brief description will appear in a

small What's This window.

Note pressing Shift+F1 also activates this facility for the Main window.
Web pages

Additional documentation may be available on our web pages. To open the web
pages in a browser select Help>FAQ Page or Help>@Web Pages.

1.2 Quick start guide
1.2.1 Quick start guide

This page provides instructions to get you started using PerfectTablePlan quickly. If
you want step-by-step instructions please go to the Tutorial.
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There are 5 simple steps to creating a table plan:
1. Add guests.

2. Decide who should sit near (or not near) whom.

3. Add tables.

4. Assign guests to seats.

5. Output results.

These 5 steps correspond to the 5 Task tool bar buttons.

ST

When one of these buttons is pressed you will only be able to see the panes and
tool bar buttons appropriate to that task.

Ensure View>User interface>Basic is selected so that the Task tool bar is visible.

@ 1. Add guests

Click on the B> button in the Task tool bar, if it isn't already selected.

Guests can be added as individuals, couples, families or groups using Insert> 2
Single Guest, Insert>42Guest Couple, Insert>#4Guest Family, Insert>":Guest
Group or the equivalent Insert tool bar buttons. You can add everyone as
individuals, but it saves time to add them as couples, families and groups, where
appropriate.

Each guest has the following properties:

Property Meaning

Anon Check this if you don't know the guest's
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Title

First name

Last name

Suffix

Display name

Gender

Age

Meal

Special req

Notes

VIP

name yet.

The guest’s title.

The guest's first (given) name.
The guest's last (family) name.

Any title or role that comes after the
name.

The name you wish to display for the
guest (which may include qualifications,
job title and other information).

Whether the guest is male or female.
Whether the guest is an adult or a child.

The guest's choice of meal (separated by
commas if there are choices in multiple
courses).

Any special requirements the guest has,
e.g. diabetic or in a wheelchair
(separated by commas if there is more
than one special requirement).

Used to record useful information not
recorded elsewhere.

Used to mark a Very Important Person;
for a wedding this may be a member of
the wedding party, for a conference it
may be a keynote speaker and for a
business lunch it may be a table
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sponsor.

RSVP Whether the guest has been sent an
invitation and whether they have
accepted, declined or accepted then
cancelled.

Most of this information is optional, but a guest must have at least a first name or
a last name. Guests are shown in bold if they have not been assigned a seat. You
can also add custom properties in the Advanced and Professional editions of
PerfectTablePlan.

In addition, every guest is a member of a group (even single guests belong to their
own group). Each group has optional contact details and notes. Each group only has
one set of contact details, so generally you should assign people to a group if they
have the same contact address (e.g. a couple or representatives from the same
company). You can easily drag guests from one group to another in the #2Groups
pane.

If you already have guest data (for example as vCards, in a spreadsheet, text file
or address book) you can import it using File>+#] Import.... See Importing data for
more information.

You can also quickly create a guest list using the Insert>%Quick Add Guests or the
equivalent Insert tool bar button. This allows you to enter one guest/couple/
family/group per line in free text format.

Once you have entered a guest's details you can change their properties later by
selecting them and then choosing Edit>#”Properties or the equivalent Main tool
bar button.

Click on the appropriate column headers in the 2Guests pane to sort the guests by
first name, last name etc. You can also see how guests are grouped in the 42

Groups pane.

You can enter general information about your event using File>&Information...
and check the number of attendees and cost using File>ENumbers and Budget....

You should now make sure you save your plan using File>ESave. You will be asked
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to provide a name for the new plan file.

E‘l”} 2. Decide who should sit near whom
Click on the B button in the Task tool bar.

You may want to have some guests sitting close to each other (for example
couples, friends and people who you think might be compatible) and some sitting
far apart (for example divorced couples). The automatic assignment function will
take this into account when it decides where to place guests.

Proximity Icon Meaning

Next to @ Should be placed next to
each other.

Near to Should be placed next to

or on the same table.

Neutral No preference.

Not Next to @ Should not be placed next
to and preferably not on
same table.

Not Near to % Should not be placed on
the same table.

If you add guests using Insert>2iGuest Couple, Insert>2iGuest Family or Insert>
“Guest Group, a sensible default value will be set for their proximity. However
you can change the proximity so that members of a group are not sat together.

You can view and edit the proximity of guests in the “’Proximity pane. Just click
on the appropriate drop-down menu in the table to change the proximity. Note
that the table is symmetric - if you change the proximity for column A and row B
the proximity for row A and column B will change to match.
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If you want to set the proximity for a number of guests, select them all in the 2
Guests pane (using Shift+click or 3£+Click) and then select the appropriate
proximity from Edit>Proximity (you must select more than one guest). You will
need to click on the B button to show the 2 Guests pane.

3. Add tables

Click on the B> button in the Task tool bar.

Tables can be added using the Insert menu, e.g. Insert>'ICircular Table, or the
equivalent Insert tool bar button. The types of table are:

Table Icon
Rectangular ¢
L
Banquet %3
&
Head 2
Custom °$
@
Circular L 4
G-

Meaning

A rectangular or square
table with seats on four
sides.

A long table with seats on
two sides.

A long table with seats on
only one side, for
example a head (top)
table at a wedding or
banquet.

A rectangular or square
table with potentially
different numbers of
seats on each of the 4
sides.

A circular table with seats
all around it.
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Semi-circular @9 A semi-circular table with
¢ seats around the straight
side and/or curved sides.

Oval % An elliptical table with
o seats all around it.
Row of seats @@@ A row of seats (no table).

Each table has the following properties:

Property Meaning

Name The name displayed for the table. The
default name is "Table 1", "Table 2" etc,
but you can set any name.

Shape See above.

Angle The rotation angle of the table in the
Floor Plan and ' Table Plan panes.

Colour The colour of the table in the :=:Floor
Plan and " !Table Plan panes. This
overrides any colour set for the pane.

Seats The number of seats for the table.

Size The size of the table. Check the auto
check box to size the table
automatically (according to the seat
size and the number of seats).

VIP Check the box to designate a VIP table.
The automatic seat assignment attempts
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to assign VIP guests to VIP tables.

Notes Used to record useful information not
recorded elsewhere.

The Create field allows you to add more than one table at a time.

Once you have created a table you can change any of its properties (including the
name and shape) by selecting it and then choosing Edit>#’Properties or the
equivalent Main tool bar button.

You should make sure that you have enough seats for all your guests. You can see
how many seats and guests you have at any time by looking in the Status bar at the
bottom of the Main window.

I I

3:2: Guests: 60, Accepted: 64, Assigned: 64, Seats: 64, Score: 1870 |Licensed to: Oryx Digital

New tables will be placed in an empty space near the centre of the %:Floor Plan
pane. You can move tables in the Z:Floor Plan by dragging them (left click on the
centre of a table, hold down the left mouse button and drag to the appropriate
position). You can zoom in and out of the ::Floor Plan using the ® and & buttons,
or zoom so all tables are visible using the 4 button. When you are zoomed in you
can move around the Z%Floor Plan by dragging the background (the cursor will
change to a hand) or clicking on the scroll bars. You can change the size of the
floor plan using the [il button.

Use the ®Insert shape and T Insert text buttons to add shapes and text to the &
Floor Plan pane. Shapes can be used to represent dance floors, stages, walls and
other features of your floor plan. Text can be used for titles, headers and footers.
You can also add images in the Advanced and Professional editions of
PerfectTablePlan.

Rotate a table, shape or text 45 degrees clockwise by clicking the ©*Rotate button

Move a table, shape or text behind (under) another by clicking the Move to Back
button.
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You can also view one table at a time in the ITable Plan pane. Use the 1 £
navigation buttons to view different tables.

Save your plan using File>H Save.

d .
4. Assign guests to seats
Click on the ¥» button in the Task tool bar.

Once you have entered guest details and added tables, you can assign seats
automatically or by using drag and drop. You will often need a combination of both
for best results.

If you have people that you definitely want to sit in certain seats (for example the
wedding party or VIP guests) you should assign their seats manually. Drag these
guests or groups from the 2 Guests or Z2Groups pane to the appropriate table or
seats in either the Z:Floor Plan, {ITable Plan or % Schematic panes. To drag a
guest or group left click, hold down the mouse button and drag to the appropriate
seat (select more than one guest/group by using Shift+click or 3t+click). Drag a
whole group by holding down the Shift key when you start to drag a member of
that group. Make sure the 2 Guests or £2Groups pane is set to drag and drop
mode.

i l,-_b‘; Guests | & Groups Eig Floor Plan | {1 Table Plan né
Mode: [Drag & drop v] (Q Q @

Display name Tile  Firstname = Seats: [C|rmlar+name

e PUees::
= Mrs Mikki Adam [ ||| ) | =2 | =
.E;:. Mz Rose Atwell Rose

3 Mr Colin Ayer Mr Colin =y

3 Mr Simon Blaire Mr Simon !

_% Mrs Michelle Blaire Mrs Michelle

3 Mr_Albert Brown Mr Albert

_% Mrs Cynthia Brown Mrs Cynthia

3 Mr David Burgess Mr David

You can 'lock’ guests to stop the automatic seat assignment moving them later
Lock them in place by selecting the guests, for example in the 2 Guests or & :Floor
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Plan pane, and choosing Edit>Locked (you can also select a table and lock all the
guests on it).

The rest of the guests can now be assigned to the remaining seats automatically by
selecting File>" Auto Assign Seats or the equivalent Main tool bar button. If you
have a large table plan (200+ guests) you may need to increase the amount of time
allowed for the automatic assignment in the ® Preferences window.

The automatic assignment will try to find the best seating assignment using a
scoring approach. The scoring takes account of:

e guest proximity

« alternating genders (if selected in the & Preferences window)
e seating VIPs on VIP tables

e not seating guests on their own

e VIPs score higher than guests who aren't VIPs

You can halt the automatic assignment at any time by pressing the Stop button.
The best solution so far will be kept. If you don't like the changes you can select
Edit>¥"Undo to undo the change.

You can reassign guests by dragging and dropping them in the #ZFloor Plan, I
Table Plan or % Schematic panes to fine-tune the seat assignments. You can also
change proximities and re-run File>" Auto Assign Seats as often as you like.

You can see how good your seat assignment is by looking at the scores in the %
Schematic pane (check show scores, positive scores are good, negative scores are
bad) or by holding down the proximity buttons at the top of the #%Floor Plan or
Table Plan panes. For example the #* button will show you any non-ideal
positioning (such as guests with proximity € who aren't sat next to each other). To
see these proximity buttons you will need to click on the & button in the Z:Floor
Plan or “ITable Plan pane. Obviously, what makes a good table plan is hard to
fully define in mathematical terms, but the score will usually give a fair indication.

Use the £ETable Chart pane to see your plan ordered by table.
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Use the =2Guest Chart pane to see your plan ordered by guest last name.
Use the ZReport pane to see a report about your plan.

At any time you can unassign a guest from their seat by choosing Edit>Unassign or
dragging them on to the background in the ZFloor Plan or [ITable Plan pane. You
can select multiple guests for unassigning (except in the %%Floor Plan or IITable
Plan pane) by using Shift+click or 3£+Click.

@ 5. Output

Click on the ® button in the Task tool bar.

When you are happy with your table plan you can:

e Print off the £%Floor Plan , IITable Plan, ££Table Chart, =Guest Chart, 5.
Stationery and/or ZReport panes using File>&Print or the equivalent Main tool
bar button.

« Copy the contents of the “%Floor Plan , IITable Plan, ££Table Chart, ZZGuest
Chart and/or ZReport panes into the clipboard using Edit> T Copy.

« Export your plan to another application using File>[®%Export.

e Order a digital poster print or place cards using File>50rder Posters and Cards.

The 4 Stationery pane allows you to print place cards, badges, escort cards,
labels, invitations and other stationery. You can easily merge guest names and
addresses and other details into stationery items using substitution text.

Make sure you save your plan using File>ESave before exiting.

If you want to try laying out a more realistic table plan, try loading one of the
sample plans supplied with PerfectTablePlan.

If you are confident in your abilities you may wish to change to the expert user
interface by selecting View>User interface>Expert.

This completes the quick start guide.
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1.3
131

1.4
14.1

1.4.2

See also:

Frequently Asked Questions

Tutorial
Movies
How do I?

Movies

Movies

We have demonstration movies on our website. This can be a useful way to get a
quick overview of the capabilities of PerfectTablePlan. They are available in 'Flash’
format (viewable in most web browsers) and Windows .exe format.

Tutorial

Tutorial

This tutorial gives you step-by-step instructions on how to use some of the major
features of PerfectTablePlan. If you are a confident computer user and want to get
started quickly you might prefer the Quick start guide.

Note You can also view these tutorials as movies on our website.

Next: 1. Getting started >>

1. Getting started

Note You can also view this tutorial as a movie on our website.

If PerfectTablePlan isn't already running, start it now.

Double click on the *! PerfectTablePlan icon in the Applications folder (or
wherever you copied it to)

If you are reading this help on your computer screen try arranging the Help and
PerfectTablePlan windows so you can see them both. Alternatively you may find it
easier to print out this tutorial. To print the tutorial, select File>Print... from your
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You can also print the PDF version of the help.

Warning The PDF help is nearly 200 pages!

The Unlicensed software window may appear when you start PerfectTablePlan.

=~

This software is a trial (No licence key, masimum of 30
quests). You can use the software as long as you like, but
can only save, print, copy or export plans with 30 guests or
less,

Buy a licence kiy to remove all restrictions, Benefits inclede:

# lasts indefinitely, use for any number of events

= install on more than one PC/Mac (for your own use)
* frase minor upgrades

= free support by email

= 14 day money-back guarantee

= secure online ordering

= this window no kanger appears

A key Is usually emnailed within minutes. Mo need to reinstall, just add the
licence key we email to you.

I you have already purchased a boence key you can have it resent by
selecting Licensing >Retrieve key from the menu bar

[ Buynow | |Enterbcence | | Contrwe |

If you have a licence key you can enter it now, however you can complete the
tutorial without it. Click the Continue button.

The Getting Started window may now appear.
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-

I3 Getting Started [P =

We strongly recommend you read the 5 step Quick Start Guide.
This will get you started creating your first table plan within
minutes.

Our online Movies will give you a quick overview of the capabilities
of the software (Internet connection required).

If you have some time to spare and you want a more in-depth
introduction we recommend the Tutorial

If you don't want to read any documentation at all, just click on the
green arrow buttons (shown below) to take you through the 5
simple steps required to create your table plan.

5 B 5 B B

Sample table plans and stationery have been installed to:
Ci\Users\andyb\Documents\tableplans),

If you get stuck, dick on the How do I? button in the tool bar.

| show this message next time

[ |

If you don't want to see it again uncheck the show this message next time check
box. Click the Continue button. You should now see the Main window. For this
tutorial we will use the basic interface, select View>User Interface>Basic, if it
isn't already selected. Then click on the ¥»1.Guests button in the Task tool bar, if
it isn't already selected.
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II 5 Mode: [Drag drop | (Q Seorch ol cohenns

Display name Tite  First name

Insert/Import guests
(mport formats include CSV,
Excel XLS, Excel XLSX and
viCard)

[ | ]

& | Guests:0, Accepted:0, Assigned: 0, Seats: 0, Score:0 | Unlicensed  ([(laduaad)

Take a minute to investigate the various menu items and tool bar buttons. If you
hover the mouse cursor over a tool bar button, a Tool tip window will appear with
some helpful text.

Select File>@Information and add some basic details about the event.
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Next: 2. Add guests >>

1.4.3 2. Add guests

Note You can also view this tutorial as a movie on our website.

The first step to creating your table plan is to add information about your guests.

Click on the Alnsert single guest button in the Insert tool bar (on the left of the
Main window).
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Select Mr from the Title drop-down list. Note that the Gender has now been set

to Male.
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Type john in the First name field. Note that it is automatically capitalised to
John. Press the keyboard Tab key to move to the next field.

Type smith in the Last name field. Press the Tab key.

Leave the Suffix field empty. Press the Tab key.

Note the Display name has been set to Mr John Smith.

3 Guests & Groups
o
mare Mode: [D-rag &drop v] [‘Q Search all columns

Display name Title  First name Last name
g Mr John Smith Mr John Smith

Quick

oy W e, e, 1 I e T e P e T T e ) ey e, el i e, e

N I B
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Click on the £Insert guest couple button in the left (Insert) tool bar. The £Insert
Couple window will appear. Fill in the details of the first guest of the couple, as
below. Click on the VIP check box to show that this is a particularly important
guest:

Now complete the details of the second guest of the couple, as below:
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Click the Add button.

Click on the ¥»2.Proximity button in the Task tool bar. Notice that a @ is
displayed in the “?Proximity pane for the couple.

Bloggs, Jill Bloggs, Joe
Bloggs, Jill L)

Eloggs, Joe (%) f.
T

This means that Joe Bloggs and Jill Bloggs should be placed on a table next to each
other.
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Click on the %»1.Guests button in the Task tool bar.

Click on the #ilnsert guest family button in the left (Insert) tool bar. The #ilnsert
Family window will appear. Add the following guests:

Title First name Last name Gender Age

Mr William Jones Male Adult
Mrs Nicola Jones Female Adult
Master Jason Jones Male Child
Miss Natasha Jones Female Child

Click the Add button.

Click on the »2.Proximity button in the Task tool bar. Notice that a @ is
displayed in the “?Proximity pane for Mr and Mrs Jones. A ¥ is displayed for all
the other family members. This means that Mr and Mrs Jones should be placed on a
table next to each other, and the rest of the family members near to each other.
Click on the ¥»1.Guests button in the Task tool bar.

Select File>HSave to save the plan. The Save As window will appear. Enter an
appropriate name, such as tutorial, and click Save.

Look at the 2 Guests pane.
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5 Guests

&=, Groups

v’ -
more| Mode: [Drag & drop v] IMQ

Powe ke popopopo

Display name

Mr Joe Bloggs
Mrs Jill Bloggs
Mr William Jones
Mrs Nicola Jones
Master Jason Jones
Miss Natasha Jones
Mr John Smith

Title
Mr
Mrs
Mr
Mrs

Mas...

Miss
Mr

First name
Joe

Jill
William
Nicola
Jason
Natasha
John

~
Last name
Bloggs
Bloggs

Jones

Jones
Jones
Jones
Smith

Notice that you can determine age and gender from the guest icon size and colour.
The guests are shown in bold as they haven't yet been assigned to seats.

Click on Display name, Title and other column headers to sort the guests.

Click on the £2Groups tab.

[=1

Guests

&=, Groups

e [T

v -
= Mode; [Drag & drop v] IMQ

{
|
|
E

- QQJD

-~
Group name

= - &, Bloggs co...

. a

pob

=

es family

.[:f.i. [}.:. LuDL;

o

Display name

Mr Joe Bloggs
Mrs Jill Bloggs

Mr Willian Jones
Mrs Nicola Jones
Master Jason Jones
Miss Natasha Jones

Mr John Smith

Tile  First name
Mr Joe

Mrs  Jill

Mr Willian
Mrs Nicola

Mr

Mas...
Miss

John

Jason
Natasha

Last name

Bloggs
Bloggs

Jones
Jones
Jones
Jones

Smith

Notice that the guests have been grouped as a couple, a family and a single person
(you can easily re-arrange the groups using drag and drop).

In either the 2 Guests or £2Groups pane select Edit mode:
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&=, Groups

Drag & p - I:

=
Mode:
Drag & drop

Group naFne

| .rf]l Guests

{-Wh—f‘—r-w e P

%--g}_-iﬂlaggs Co...
i L0

Then click on the row with Mr John Smith and in the Title column. Type Dr and

press the Enter key.

&=, Groups

| (Q

{ [ :
= Mode: [Edlt

P
Group name

= - = Bloggs co...
.. @

—
.. O
a

es family

=

53470

po |}.:. L‘):::-D;:J

L
=}
=3

Ve

Display name

Mr Joe Bloggs
Mrs Jill Bloogs

Mr
Mrs

Mr
Mrs
Master Jason Jones Mas.
Miss Natasha Jones Miss

Mr Willian Jones
Mrs Nicola Jones

First name

Last name

Bloggs
Bloggs

Jones
Jones
Jones
Jones

Smith

Note the Display name is also updated (unless you have previously edited it). You
can also view/edit this guest by double clicking on his & icon to display the &

Guest Properties window.

You can also set your guest's choice of meal, special requirements, whether they
have accepted their invitation etc in this pane.

Note You can also add guests by importing them from other applications such as
Excel, Outlook and Outlook Express. This can save you a lot of typing.

Next: 3. Set proximity >>
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1.4.4

3. Set proximity

Note You can also view this tutorial as a movie on our website.

The next step to creating your table plan is to decide who should sit near (or not
near) whom.

Click on the E»2.Proximity button in the Task tool bar to show the “Proximity
pane:

Oispllay: | Last, First - | O ]

Biaggs, Joe Jores, lason Jore=s, Natasha Jores, Micols
el

The @ means that these guests should be placed next to each other. The “/ means
that these guests should be placed near to each other, either next to or on the
same table, but is lower priority than <2,

Let us assume you have been asked not to seat Jason and Natasha next to each
other. Click on the cell where the column for Jason and the row for Natasha
intersect. Pull down the drop-down list and select @Not Next to.

Desplay: | Last, Frst - |13

Boggs, Joe Jones, Jason

Notice that the corresponding row for Jason and column for Natasha changes to
keep the table symmetric.

Click on the [*] button at the top of the pane to show additional options. Select by
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group from the For drop-down list. The “’Proximity pane now shows just one
group at a time.

Display: |Last, Frst

—eee
For: [Bygroup = |

Blopgs, Joe

The proximity will become important when we start assigning guests to seats.

Next: 4. Add tables >>

1.45 4. Add tables

Note You can also view this tutorial as a movie on our website.

The next step to creating your table plan is to add some tables for the guests to sit
at. Click on the E»3.Tables button in the Task tool bar. Click on the ¢ Insert Head
Table button in the Insert tool bar.

£ PerfectTablePlan - Home editior]
File Edit View Insert I.ia:en{‘

@E@i

L Guests 2. Proximity | 3. Tables

@@ | 56 Foorplen |{3

9 IEa
Rectangle || TS|

Aa.—‘\n“dj

The ¢ Insert Head Table window will appear.
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. gving a total of § seats for 7 guests () accepted)
[ s ][ concd || nep |

Click the Add button. A long rectangular table with 8 seats down one side will now
appear near the centre of the %:Floor Plan pane.

8% FoorPlan |3 TablePlan | 3 Schematic | B5 Teble Chart | E5 GuestChart | A Stationery | X Report |

i i, Yo

assigning seats

—r

Click on the “IInsert Circular Table button in the left Insert tool bar. The “IInsert
Circular Table window will appear. Change Seats to 6. Change Create to 2.
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3 Insert Circular table* U [E7R=C

Angls: 0 degrees |2 Colour:| gradient

diameter Metres « | [V space seats evenly

+ onving & total of 20 seats for 7 guests (0 accepted)

) e ] e

Leave the auto box checked to allow PerfectTablePlan to set a table size based on
the number of seats and the Seat width set in the [LiDimensions window.

You can see how many seats you will have after the tables have been added, in
this case 20 seats.

Click the Add button. Two circular tables, each with 6 seats, will now appear in
the :5Floor Plan pane. Click the ©4 Zoom so all tables visible button at the top of
the “ZFloor Plan pane to centre and zoom on the tables you have added.

Drag a table (left click on the centre of a table, hold down the mouse button,
move the mouse and then release). The table will be moved to a new position.
Drag the tables to the approximate positions shown below.
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K PerfectTablePlan - Home edition - tutorialtp® [unlicensed] [SlEnTEET]
File Edit Wiew Inset Licensing Help

B B D D ®iH S Xcee

1. Guests zpmmw 3 Tables | 4 Assign | 5. Output | © Save Properties Delete

¢Q 3 Fioor Plan ’3 Table Fan | 7§ Schematic | 3F Table Chart | ZZ Guestmtl.i 5m;|2newt

o ﬁl Qea’® ET[%I@

99000000

’E&a

B ®e g 92@

o Lo®
gé-@ §\ o

]

Table 2 Table 3

o5 Soe
H

G2

H

i, P LA PP = i i P s B S i i P, it i NN b A e e

5
1

I S

Experiment with zooming in and out and scrolling the floor plan using the & and &
buttons and the scroll bars.

Note You can also use the mouse wheel (if you have one) for zooming or scrolling

(depending on the setting in the ®Preferences window).

You can change the size of the floor plan using the [l button. This allows you to
enter the dimensions of the venue in which the event will take place.

You can add shapes and text to the floor plan by clicking on the @ and T buttons.

You can rotate a table, shape or text by clicking the © button. You can move a
table, shape or text behind another by clicking the ' button.

You can change the colours and fonts in the floor plan by clicking the T button at
the top of the pane.

The Status bar now shows that you have 7 guests and 20 seats:

© 2011 Oryx Digital Ltd



PerfectTablePlan 4.2.5 37

B A e g

Guests: 7, Accepted: 0, Assigned: 0, Seats: 20, Score: -700 Unlicensed

Click on the B»1.Guests button in the Task tool bar. Add another 11 guests using
the same approach as in Tutorial section 2, so that you have a total of 18 guests.
Set any groups, names, genders and proximities you like.

Click on the E»3.Tables button in the Task tool bar. You now have 18 guests and 20
seats. Right click on the head table in the #ZFloor Plan pane and select &”

Properties.

% Properties... Alt=Enter
(']' Rotate
i Move to
Prondrnity ¥
S Delete Del
W Show selected in b
e

Change the number of seats to 6. Click the OK button.

There are now 18 seats and 18 guests.

Select File>HSave to save the plan.

Note PerfectTablePlan creates a back-up file every time you save the plan (unless
you have disabled this in the % Preferences window). This is useful if you ever

need to retrieve an old version of the plan.

Next: 5. Assign guests >>

1.4.6 5. Assign guests

Note You can also view this tutorial as a movie on our website.

© 2011 Oryx Digital Ltd


http://www.perfecttableplan.com/html/perfecttableplan_v3_tutorial_5.html

38

PerfectTablePlan

The next step is to assign guests to seats. Click on the #»4,Assign button in the
Task tool bar.

Ensure the 2 Guests pane is at the front and set the Mode to Drag & drop (not
Edit).

Left click on the & icon for Mr Joe Bloggs in the AGuests pane. Drag him (hold
down the mouse button, move the mouse and then release) to a seat on the head
table in the %ZFloor Plan pane.

5 PerfeciTablePlan - Home edition - tutorialip® [unlicensed] {

File Edit Wiew Insert Licensing Help

= B D ® [ X e

i Guests 2 Preomity 3. Tables | 4, Assign | 5. Output | © Save  Autosssign

S Guests |4 Groups Go FoorPan | {3 TabePlan | T Schematic |5 Tablechart | 55 Guest

= im0 0 | I/ QRQ [LITHE mTa

Chipla’y Flsid Tide R
Hr Joe Bloggs =it lo
Hrs Jill Bloggs Mrs 0| _h
HMr Gordon Brown Mr G
Hrs Gill Brown Mrs  Gi
Hr Ben Bruce Mr Be
la
Ar

popobobobopld

HMrs Jane Bruce Mrs

Hiss Amelia Bruce  Miss
B T e il L e e e T T T e B i I T e T T L Y il

.
L=t

Right click on the seat you have dragged Mr Joe Bloggs to in the #3Floor Plan
pane and select Locked.

M Properties.. Alt+Enter

F'runmit:,- L3
Lgcked Cerl+E
Ukﬁslgn Ctri+U

Shaw selected in 4

A locked guest cannot be re-assigned until they have been unlocked. This is
particularly useful for stopping the ™. Auto seat assign from moving guests who you
wish to remain in their assigned seat. You can also select a table and lock all the
guests on it.

Drag Mrs Jill Bloggs to the next seat to Mr Joe Bloggs and lock her, in the
same way. Note that locked guests appear underlined in the 2 Guests and 42
Groups panes.
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Now that you have assigned your VIPs, you are going to assign the rest of the guests
automatically.

Click on the ™ Auto seat assign button in the Main tool bar. The Auto Assignment
window will appear:

S Auto Azsign Sests [ |

This may take some time if you have a large rumber of guests.
The saafing will only be &2 good & the proxmibes you have
prervaded. Chok Help' for marne information on automatic seal
asmgrment.

Start scone! =142
Current scone: 418
Seatngs evaluated: 00

Stop (Es<) He

The Auto Assignment window should disappear after a few seconds. If you look at
the Z%Floor Plan pane you should see that all seats now have guests assigned. If
you hover the mouse cursor over a seat the details of the guest assigned will be
displayed:

L T

Seat: 3
Mame: Mr Joe Bloggs
Group: Bloggs <ouple
Gender: Male

Age: Adult

RSVP: Unset

VIP: Yes
Last ke Yes

Notice that the locked guests have not been moved and that guests that are
assigned to seats are no longer displayed in bold in the 2 Guests and “2Groups
pane.

You can customise the assignments by dragging guests between seats. If you drag a
guest to a seat occupied by another guest they will swap seats.

You may wish to use the I Table Plan pane, which displays just one table at a
time with an optional legend. Use the 1 3] I [ navigation buttons to change
table.
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1.4.7

s TaePian | [3 Schemabic | o3 Table Chart | SS GuestChart | L Staborsry

Qas B Fa

Event Gala dirmer
Table Table 1
Guessts &

Seak Guest
Miss Melizm Bruce
Mg Ameka Bruce

Next: 6. Assess plan >>

6. Assess plan

Note You can also view this tutorial as a movie on our website.

For an alternative view of the table plan look at the ¥ Schematic pane. It shows
the same information in a different format. It doesn't show the positioning of
tables, but it does show the scoring. Click the =] button and check the show
scores check box. The higher the score, generally the better the plan. In the
example below (which may be different to yours) you can see that Jason Jones
has a total score of +4 made up of:

+5 for being next to Mrs Nicola Jones with ' proximity

+2 for being on same table as Mr William Jones with " proximity

-5 for being on same table to Miss Natasha Jones with @ proximity

+2 for being a male next to a female

= +4 total
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E;ff Floor Flan | . TablePlan | 78 Schematic | ZZ Table Chart IEE Guest Chart |,£}‘- Stationery |
=N
less ode: |Drag &drop « | Display: [Display name v] [Table order...] I_’D. é

i

3

i Change table order: | 4 - [ Expand all ] [ Collapse all ]

7 | Table % 2l Gender Alone  VIP table Total

E 3 { ITable 2

f * 2 Master Jason Jones +7 -5 +2 +4
g Mrs Micola Jones +20 +7 +4 +31

( - O Mrwilian Jones 420 47 +4 +31
i @ Miss Natasha Jones +7 -5 +4 +6

} - 2 Dr John Smith +2
o

"’Auto Assign Seats tries to find the highest scoring layout. You can run it as often
as you like. Each time it will start with the current plan and attempt to improve it.
If you don't like the changes made by the ™. Auto Assign Seats you can undo them
by selecting Edit>¥"Undo.

You can also drag guests between seats in the % Schematic pane.

Click on the fZFloor Plan pane tab to bring it to the front. Click on the [#! button,
some additional buttons will be shown.

B e e e I e e T e o)

E :::: Floor Plan m Table Plan | =§ S::hemahr_ ES Table Chart |E§ Guest Chart |£} Stationery | z ol L
v A H -
NeeR CThE n

:£ -

% Seats: [Cirmlar+name v] Guests: [DisplanyI name 'v] Tables: [Name v]

Pue@gs.”] FiaJENE

: A ) SS @ /

Holding down any of the @ ) @ & buttons will draw lines between guests who
have this proximity. Holding down the <& button shows all proximities. The lines
are coloured according to the proximity, e.g. red for <,

Holding down the #* button draws lines between guests who are not optimally
placed, for example guests with & proximity who are sat on the same table.

Depress the <" button to show guest genders (blue for male, pink for female).
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Depress the =i button to show guest age (children are shown smaller).
Depress the =t button to show groups (different groups are shown in different
colours, up to 100 groups - the colours are selected automatically).

Depress the Il button to show colour-coded meal choices. Each meal is displayed
in a different colour (up to 10 colours). If you have more than one course (e.g.
“soup,fish,ice cream”) the courses will be displayed as concentric rings: outer
ring=first course, second ring=second course etc.

Depress the .7 button to show guest and table VIP status (shown with stars).

Depress the I button to show any guests with special requirements (i.e. with an
entry in their Special req field).

Depress the # button to show guest RSVP status.

Depress the @ button to show which guests are locked (a padlock is displayed for
locked guests).

Some of the above will be easier to see if you use simple (e.g. default ) colours in
the Z%Floor Plan pane. Note that your layout is likely to be different to the one
shown below.

rﬂhster‘lascr
Jones

Table 2

Gender (colour), age (size) and proximity (lines) are displayed.

Using these buttons allows you to easily see whether moving guests to different
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seats could improve your table plan. Try dragging some of the guests to different
seats. But keep an eye on the score in the Status bar to make sure that making
some things better doesn't make other things worse.

You can also see a useful summary of your plan in the ZReport pane.

If you want to try to create a more realistic table plan, try lgading one of the
example plans installed with PerfectTablePlan (select File>[Open).

See also:

Creating a good table plan

Next: 7. Print plan >>

1.4.8 7. Print plan

Note You can also view this tutorial as a movie on our website.

The next step is to print and/or export your table plan. Click on the #5.0utput
button in the Task tool bar.

Select File>@Print or the equivalent Main tool bar button to print the front tab in
the Top pane. The @Print window will appear.
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Give: PE% 1 Hmmllilm

Setp: Printer: HP Color Lager Jet 260 5dn_2605dtn PCL &, Sze: A4, Oreentation: Portrait, Pages: Al EP‘“’H v][ Sehag.. ]

Lopot [ concd [ veo |

Increase the Size until the plan will be printed across 4 pages (setting it to 100%
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should be about right). Click on the navigation control to preview different pages.

il

‘ } Page 1of 4

Click on Fit to page to fit the plan on a single page.

Click on the Setup button to change printer settings, for example to select the
printer (if more than one is available), paper size, print resolution etc. The
controls available on the Windows will depend on the pane you are printing. Click
on the Print button to print.

Print the Z%Floor Plan pane to see the overall layout of the tables and guests.
Print the "I Table Plan pane for details of individual tables.

Print the ££Table Chart pane to see your plan ordered by table.

Print the Z=Guest Chart pane to see your plan ordered by guest or group (sorted by
their last name).

Print the ZReport pane for an overview of numbers at your event.

Note You can also order digital prints online.

You can copy the contents of the #:Floor Plan, IITable Plan, ££Table Chart, =
Guest Chart or ZReport panes into the clipboard using Edit> T Copy.

You can also export these panes using File>[#*Export, for example to email or put
on a web page. You can also use File>[#*Export to export for use in another

application, for example to create custom reports.

Next: 8. Print stationery >>

1.4.9 8. Print stationery

Note You can also view this tutorial as a movie on our website.
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You can use the #.“Stationery pane to print place cards, tickets, badges, escort
cards, invitations, thank you letters etc. We are going to create some place cards.

Bring the i.“Stationery pane to

.

the front. Click on the EiStationery layout button.

N P

2' %E nTahgle Chart I*EAE Guest Chart

1=

0ooo

0
O

% Item per: Far:

The Stationery Layout window

will appear. From the filters select Tent card and

then click on the DecaDry place cards. Click OK.

a

| Awery : Letter: 3309 Tent Card Large »
DECADwy : &d : OCBITLS Place cards
DECADwy : A4 1 OCBS107 Place cards

Sigel : &4 : DPOOL Place cards

Orentation: @ Portrat Lardscape
Page width:  210.0

Leftmargn: 150

Them widith: 5.0

Diems aoosss 2

Gap widsh:

Set the number of Guides to 3 in the - Stationery pane. These help to position the
text. Now click on the T Add text button. The cursor will change to a crosshair.
Click on the bottom centre of the place card (as shown below).
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Ensure Item per is set to Guest (at the top of the pane) and select
{guest_display_name} from Insert substitution text.

o0 {guest age}
e {guest_i dlsplay _name**1}

Click the T Add text button again. The cursor will change to a crosshair. Click on
the top centre of the place card (as shown below).

I [ I

TEMCEK —

S o || RN | N [T |

We want the text to be displayed on both sides of the folded tent cards. Select
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{guest_display_name} from Insert substitution text. Click on the &Rotate
button twice.

) ------J

= L LISy ArE -

TECX - =

Click on the [“iPreview tab to preview how the place cards will be printed. Notice
that the text inside the curly brackets has been substituted by guest display
names. Change the page number to see what each page will look like.

{53 oo | £3. T i | 1. screnote | 35, b chr [ 35 oot & Staensry |3 1|1

) ﬁl‘h&mw= [Guest + ] For: [assigned = | sortby: [Guestieow |

aFhey LU EUE

i P B e Wagr
—— =y s
i 32 R e Sman B
gy e g g

TR BT B N B

Diplay: |Page ~{ 10F3 ~ lEmtposton: 1 3 [ autmers

We now want to add additional text to help the staff to lay out the cards. Bring
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the % Design tab to the front. Click on the bottom text and add the additional text
as below by a combination of typing and using the Insert substitution text drop-
down. Reduce the font size so the text fits on the card.

I {zuest_display name} 1
:Table: iauest tabliﬂeat: iauest seat:

‘T E ﬂ.ﬂ.ﬂ.‘@ ‘%‘ Guides: 3 El
(| Insert substitution text [ ) Font.. (Gapt Elﬂ

{guest_display_name
Table: {guest_table} Seat: {guest_seat}

e e e e S e e T R e = =" Lo Lol e —

Click on the [“.Preview tab to preview the changes.
Select File>#Print to print the stationery.

Note You can order place cards online.

Click on ‘fdSave stationery to save this stationery design to use again (perhaps in
another plan).

Save your plan using File>ESave.

To create address labels we would follow a similar approach, but would set Item
per to Group and for the substitution text we could use:

{group_name}
{group_contact}

You can also adapt the sample stationery we ship with PerfectTablePlan.

Note You can only save, print or export plans with more than 30 guests if you have

a valid licence for the software.

You have now completed the main part of the tutorial. If you want to find out how
to import guests whose details you have in a spreadsheet you might also want to do
the Import guests tutorial.
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Next: 9. Import guests >>

1.4.10 9. Import guests

Note You can also view this tutorial as a movie on our website.

You can import guest details from spreadsheets, databases and other formats, so
that you don't have to re-type them. We will illustrate this by importing some
guest details from Excel. The principles are similar for other applications and file
formats.

Note The user interface of Excel may differ between different versions.

Create a simple Excel spreadsheet like the one below:

e @ o o

[ [

AB : I
4 A B C |
1 name email
2 | Mr & Mrs White jwhite@mail.com
3 MrBill Brown and Mrs Kate Green brown@mail.com
4 MrAlan Black ablack@mail.com
5 Miss Erica Black

o A LI N N T S e A A S

PerfectTablePlan for Mac OS X can't read Excel binary files, so you need to save
your spreadsheet into a .csv (comma separate value) file that PerfectTablePlan
can read.

Creating a .csv file in Excel

Select File>Save As and save it as the .csv file guests.csv (do not just rename a
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Xls file to a .csv file). Click OK on any windows warning you about changing
format.

File name: guests.csv

Save as type: ’CS‘u‘ (Comma delimited) (*.csv) f

MWW\W

The data is now in a format PerfectTablePlan can read.

If PerfectTablePlan is running create a new plan by selecting File>[2INew.
Otherwise start PerfectTablePlan.

Select File>®limport. The “Bllmport window will appear.

o Import (® =
Import guest data from

=] Exu:elm'\'.fbtxt fla
viard file

Mobe: Many spreadsheets and databases can export to a CSV fie.

Many personal organisers and email packages can export to a vCard
file.

Import from Excel

Impork from CoV et
(a1 from F

Import from Outigok

Ensure CSV/text file is selected and click the OK button. An Open window will

appear. Navigate to the .csv file you just created and click Open. You should now
see the contents of the Excel file in the Import Data window.
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B I T L T

Map imported columns to guest properties
column 1 column 2
property | <ignore > w |<ignore > -
row 1 name email
row 2 Mr & Mrs White jwhite @mail, com
row 3 Mr Bill Brown & Mrs k|brown@mail, com
row 4 Mr Alan Black ablack@mail. com
row 5 Miss Erica Bladk
Tutorial  Examples | ok || cancl Help

Click the [#] button and tell PerfectTablePlan which columns correspond to which

guest properties and to ignore the first row, as shown below.

i ™y
Ja Import Data® MJ
e
File type: [::ustom - E
Impart file
Location: C:WUsers\andyb'\Desktop\guests. xsx Worksheet: Sheetl
Ignare ﬁr<t: 1 [ }eader} rows
Format: le::eI - ]
|:| group consecutive guests with same last name |:| single guest per row
Proximity for guests in same group: lpls near ta - ]
Map imparted columns to guest properties
proper [Full name(s) Email -
row 1 e
row 2 Mr Eill Brown and Mr|brown@mail. com
row 3 Mr Alan Bladk abladk@mail. com
row 4 Miss Erica Black
Delete row(s) Add colurmn Split column(s)... | [Join columns... | |Delete column(s)
Tutorial  Examples | ok || canel || Hep
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Note that you can edit the data in the table before you import it. This will not
affect the original .csv file.

Click the OK button. The guests should now be imported as below.

§ 5 Guests | 4o Groups f
ra
~ r
i = Mode: [Drag & drop v] IMQ E
3 Display name Tile  First name Last name
E_{ Mr Alan Black Mr Alan Black
S, Miss Erica Black Miss Erica Black
3 Mr Bill Brown Mr Bill Brown
_':-{ Mrs Kate Green Mrs Kate Green
2 Mr White Mr White
J Mrs White

PerfectTablePlan has used title preferences to extract titles and to guess age and
gender. If it has guessed anything incorrectly you can easily change it in Edit mode
or Edit>¥"Undo the changes.

E Mode: [Edit »| (Q

Display name Title
Mr Alan Black| Mr
Miss Erica Black

=l s, Ftes ATy Lo o

e 5 Guests | 2= Groups ‘%
i
;

The email address has been added to the guest Contact information.

It has also placed guests into groups.
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j
— i
| Mode: [Edit .| (Q g

Group name Display name Tite First name Last nam{
-2 Black
A Miss Erica Black Miss Erica Black
g - 8 Black
7 5 Mr Alan Black Mr Alan Black
i - --L:;lEir._D'.r-.'n
A Mr Bill Brown Mr Bill Brown
.f‘. Mrs Kate Green Mrs Kate Green
A Mr White Mr White
z | Mrs White Mrs White

"

If you don't like how they have been grouped you can easily drag guests between
groups in Drag and drop mode in the £2Groups pane. Note that you could have
placed Mr Alan Black and Miss Erica Black in the same group by checking
group consecutive guests with the same name in the Import window.

If you look in the “?Proximity pane you will see it has set ' proximity for the
guests in each group.

If you want more control over groups you can add a group column to your
spreadsheet. You can also specify unnamed guests to import.

Select File>["INew to clear the current plan. Click on Don't save. Add an
additional group column and guest column to your spreadsheet, as below.
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Page Layout

Formulas Data

Review View Developer

1 mame

2 Nr & Mrs White

3 MrBill Brown and Mrs Kate Green
4 MrAlan Black

5 Mliss Erica Black

T L e )

A

email
jwhite@mail.com

brown@mail.com

ablack@mail.com

e A P —— e T e e, Ty T i AT e o o P T e

group guests
family

friends

friends 1
work colleagues

—

Save and re-import the new spreadsheet into PerfectTablePlan (as above). Select
the property drop-down lists as shown below.

Map imparted columns to guest properties

column 1

column 2

column 3

column 4

property [Full name(s) » |Email

w |Group

w |Mum. guests -

row 1 Mr & Mrs White jwhite @mail.com | family

row 2 Mr Bill Brown and Mr|brown@mail.com  |friends

row 3 Mr Alan Black ablack@mail.com |friends

row 4 Miss Erica Black

work coleagues

The guests have now been imported in the groups you specified and an unnamed
guest has been added for Mr Alan Black.
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S, I .. Ny ' e iy g

g EJI Guests | &=, Groups

b
E Mode: [Drag Gdrop - ] I:Q I%
Group naFnE Display name Title First name Last nam
= - e, family
- Mr White Mr White
-9 Mrs White Mrs White
- 455 friends
5 friends guest
- 3 Mr Alan Black Mr Alan Black
- 3 Mr Bill Brown Mr Bill Brown
.i]\ Mrs Kate Green Mrs Kate Green
- _5{ work colle...
. Miss Erica Black Miss Erica Black

You can also import many other properties, such as addresses, meal choice, VIP
status, RSVP status etc. See Import Data window and example import formats for
more details.

If you are importing data in a format PerfectTablePlan already knows about you
can select the format from the File type menu:

PerfectTablePlan CSV export

evite.com export
Metron export
MaobileX C5V expart

= = =

Click on the = button in the “#iimport Data window to show additional options.
These options give you full control over how the import file is interpreted. For
example you can specify that columns in the import file are separated by Tab
characters, rather than commas:
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ﬂ‘ﬂ Import data® s |i|_|

£
File type: lcustom vﬂ less )
Import file
Location: C:\Users\andyb'\Desktop\guests.csv
Ignore first: 0 5 (header) rows

Format: [custom \ - I
1
Column separator: lTAEi )
-

| CARRIAGE RETURN

Row separator:

-

Note If your spreadsheet contains non-ASCII characters (e.g. Chinese or other
Unicode characters) these may be lost if you save your Excel .xls file to a .csv file.
To avoid this problem save as Unicode text (*.txt) and import using Custom format
and a TAB delimiter.

You can also import guest name data using the simpler (but less flexible) Quick
Add Guests window.

You can also import guests from any application that supports vCard format. This
includes many email and address book applications. Just drag the guest vCard(s) on
to the PerfectTablePlan 2 Guests pane.

This concludes the tutorial.

See also:

Frequently Asked Questions

Movies
How do I?

15 Editions
151 Editions

The table below summarises the differences between the 3 PerfectTablePlan
Editions. You can switch between editions in the Editions tab of the & Preferences
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window. If you switch to an edition you don't have a licence for you will be in trial
mode (no saving, printing or exporting of plans with >30 guests).

“

People organizing their
own wedding reception,

Charity organizers, club

. Professional event
secretaries and other f

Typical users

party Qr bar/bat frequent users planners
mitzvah
Event size Unlimited Unlimited Unlimited
Number of events Unlimited Unlimited Unlimited
Duration of licence Unlimited Unlimited Unlimited
Free support by email o o o
14-day money back o o -
guarantee v v v
Add imapgltz\sn to floor % & &
s B v v
gl % v v
Save import mappings S o o
Seat numbering starts at 1 and proceeds flexible flexible
clockwise
Custom guest fields S maximum 2 maximum 20
Custom automatic seat % 1 o
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assignment

Unique record IDs

Table
renumbering/renaming

Import

Reports

Price per user

G

one at a time

guest data

summary

0

one at a time

guest data
summary

see website

Upgrade to a higher edition

o

&

Renumber/rename
tables window

guest + seating data

summary + detailed
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2 Reference
2.1 User interface
2.1.1 Main window

Menu bar

Insert tool bar
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Left pane

The Main window in expert mode ( View>User interface>Expert ).

F

Status bar
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Task tool bar
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The Main window in basic mode ( View>User interface>Basic ).

This is the main window of the application. Use the buttons at the top of the
window to minimise, maximise or close it.

Which panes and tool bar buttons are displayed will depend on whether View>User
interface>Basic or View>User interface>Expert is selected.

See also:
Menu bar

Task tool bar

Main tool bar

Insert tool bar
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Status bar
Left pane
Top pane
Bottom pane
Windows

Drag and drop

Keyboard accelerators

2.1.2 Menu bar
Use the Menu bar to access various actions supported by the software.
The File menu supports various actions on the current plan file.
The Edit menu supports various edit actions. Apart from Undo/Redo and Copy
these act on the selected items in the most recently selected pane (the icon for

this pane is shown in the Status bar).

The View menu allows you control which elements of the user interface are
visible.

The Insert menu allows you to insert new guests and tables into your plan.
The Licensing menu allows you to add or update your licence key.
The Help menu allows you to access various forms of help information.

Hint Many are available as keyboard accelerators, for example to access File>C1
Open without using the mouse type 3£+0..

2.1.3 Task tool bar

The Task tool bar takes you through each stage of creating a table plan. Depending
on which stage is selected some panes and tool bar buttons will be hidden.
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The Task tool bar is only displayed if View>User interface>Basic is selected.

Button Meaning

@ Step 1: Add guests to plan

|:"-:;> Step 2: Decide who to sit together/
apart

Step 3: Add tables to plan

E.‘;B Step 4: Assign guests to seats
¥
@ Step 5: Output plan

2.1.4 Main tool bar

Use the Main tool bar to access common actions. All of these actions are also
available through the Menu bar. Many of them are also available as keyboard
accelerators, for example 3£+0 opens an existing plan file.

Note All of the Main tool bar icons are only displayed if you have selected
View>User interface>Expert. Otherwise only icons appropriate to the current task
are displayed.

You can also hide the tool bar buttons for basic actions by checking hide new/
open/recent/save tool bar icons in the & Preferences window

Button Meaning

D New plan
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Open existing plan

Open recently accessed plan

[j
(@)
Save plan
o

Information window

Numbers and Budget window

Copy to clipboard contents of top
pane

item

Delete selected item(s)

i Show/edit properties of selected

Automatic seat assighment

Order poster prints and place cards

Print Top pane

Email plan as an attachment (not
available on Mac)

K| | &

Export plan in various formats

§
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2.15

|— Show/hide Left pane
[ Show/hide Top pane

= Show/hide Bottom pane

<7 How do I? Show list of tasks you might need
help with

Hint Hover the mouse cursor over a tool bar button to get a tool tip window
explaining the action. You can turn tool tips on/off in the ¥ Preferences window.

Insert tool bar

Use the Insert tool bar to add guests and tables. All of these actions are also
available through the Menu bar. Many of them are also available as keyboard
accelerators, for example #£+G inserts a new single guest.

Note All of the Insert tool bar icons are only displayed if you have selected

View>User interface>Expert. Otherwise only icons appropriate to the current task
are displayed.

Button Meaning

Import guest information

=

o Quick add guests
Q Insert single guest
£

:J.% Insert guest couple
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% Insert guest family

{,I_:)] Insert guest group
¢ Insert rectangular table
>0
@@ f Insert banquet table
&
o2 Insert head table

Insert custom table

D {
©

Insert circular table

Insert semi-circular table

Insert oval table

oJIS{F:

6@ Insert row of seats

&

Hint Hover the mouse cursor over a tool bar button to get a tool tip window
explaining the action. You can turn tool tips on/off in the & Preferences window.

2.1.6 Status bar

e el B Tl A T Tl i i gl L g S gl ™ e g g <

Guests: 7, Accepted: 0, Assigned: 0, Seats: 20, Score: -700 Unlicensed

The Status bar shows various useful information:

e a description of any menu item or tool bar button currently being hovered over
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or selected

« the icon for the currently selected pane (where File>Edit>3¢Delete and other
operations will be carried out)

e the total number of guests, the number of guests with RSVP accepted, the
number of guests assigned to a seat, the number of seats and the score

o whether the software is licensed (and a Purchase licence button, if it isn't)

2.1.7 Left pane

2.1.7.1 Left pane

The Left pane contains the 2Guests pane and #2Groups pane. These are two
different views of the guests in your plan.

If View>User interface>Expert is selected you can hide this pane by clicking on
the x button at top-right of the pane or using View>!"Left pane or the equivalent

Main tool bar button.

You can resize this pane using the splitter between it and the other two panes.

2.1.7.2 Guests pane

The A Guests pane shows all the guests in the current plan as individuals.

The icon shown for a guest is determined from the details you have entered about
their gender and age.

Guests who have declined or cancelled are shown with strikethrougtr text. Guests
who have not been assigned to seats are shown in bold. Guests who are locked are
shown with underlined text.

Select from the Mode drop-down list to change the behaviour of the pane (see
below).

Type text in the QSearch field to hide non-matching guest names. E.g. if you type
ro it will hide all guests without ro in their title, first name, last name or display
name (case is ignored). Click the * cancel icon to clear the field.
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{| 5 Guests | 42 Groups

—— Mode: |Edit - IEQ

Group I'|E|FI‘|E Display name

=I- 4 Brown co...
.3

Click on the =] button to show additional controls.

If the Z5Floor plan pane is displayed, check mark guests in Floor plan to show a
marker next to the guest you are hovering the mouse cursor over.

Change the Search in drop-down list to control whether to search guest names or
all columns (including any custom fields). Searching just names should be a bit
faster. Hidden columns are not searched.

Check/uncheck column check boxes to show/hide columns.

Click on any of the column headers (for example on Display nhame) to sort by that
column. Clicking a column again reverses the sort order.

Ctrl+click on a guest to display actions in a pop-up menu.

Note that changing the RSVP status of a guest from #’Accepted may unassign them
from their seat, depending on your settings in the ® Preferences window.

Drop a plan file onto this pane to open it. Drop a vCard, text or CSV file onto this
pane to import it.

Drag a guest from another PerfectTablePlan window to add them to the current
plan.

Mode

Drag & drop
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A

5 Guests | 2= Groups
——
=~
— Mu:uu:lr{'; [Drag & drop v]l
Display name Title
3 Mr Andrew Adams Mr A

Left click on one or more guests and drag them to a seat or table in the Z:Floor
Plan, "ITable Plan or  Schematic panes to assign them to a seat. Hold down the
Shift key to also drag all the other members of their group.

Edit guest properties by double-clicking on them or Ctri+click and select
Properties from the pop-up menu.

Ctrl+click on a guest to display actions in a pop-up menu.
Double-click on a guest to display the Properties window.

Select more than one guest by using Shift+click or 3€+click. Use 3£+A to select
everything in this pane.

Edit

mmm

5 Guests |;:}_-..l Groups | i'

e -|i - § ;
\m‘rﬂ{fdt _-|’ }

Display name Title
E‘. Mr Andrew Adams Mr

Click on a guest property to edit it.

anim e

Aoy

Use the Enter, Tab or 3£+arrow keys to change row or column. Use the Space or
arrow down keys to edit a drop-down list.

See also: Add or remove dots at the end of titles

2.1.7.3 Groups pane

The £2Groups pane shows all the guests in the current plan arranged in their
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groups.

The icon shown for a guest is determined from the details you have entered about
their gender and age.

Guests who have declined or cancelled are shown with strikethrougtr text. Guests
who have not been assigned to seats are shown in bold. Guests who are locked are
shown with underlined text.

The icon shown for a group is based on PerfectTablePlan's best guess at whether
the group is a family, couple etc. The group icon is just a visual cue, it doesn't
affect anything else.

Select from the Mode drop-down list to change the behaviour of the pane (see
below).

Type text in the QSearch field to hide non-matching group names. Guest names
are not searched. E.g. if you type Acme it will hide all groups without Acme in their
name (case is ignored). Click the * cancel icon to clear the field.

Click on the ] button to show additional controls.

Click Expand all or Collapse all to expand/collapse all the groups.

If the %%Floor plan pane is displayed, check mark guests in Floor plan to show a
marker next to the guest you are hovering the mouse cursor over. If you hover over
a group all the guests in the group will be marked.

Check/uncheck column check boxes to show/hide columns.

Click on the Group name headers to sort groups by that column. Click on one of
the other columns to sort by Group name and then by the clicked column. Clicking

the column again reverses the sort order.

Note that changing the RSVP status of a guest from % Accepted may unassign them
from their seat, depending on your settings in the w Preferences window.

Drop a plan file onto this pane to open it. Drop a vCard, text or CSV file onto this
pane to import it.

Drag a guest from another PerfectTablePlan window to add them to the current
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plan.

Note Deleting a group deletes all the guests in it.
Mode

Drag & drop

A,

."_% Guests |2 Groups é

. ——-.“

Mu:udr{'; [Drag & drop v_]j)l E
{

Display name Tile  Fi
E:]h Mr Andrew Adams Mr A

more

To assign seats left click on one or more guests or groups and drag them to a seat
or table in the ==Floor Plan, "I Table Plan or % Schematic panes.

To change group membership left click on one or more a guests or groups and drag
them from one group to another within the £2Groups pane

Ctrl+click on a guest or group to display actions in a pop-up menu.
Double-click on a guest or group to display the Properties window.

Select more than one guest or group by using Shift+click or 3£+Click. Use 3£+A to
select everything in this pane.

Edit

&=, Groups

Display name Title
Mr Andrew Adams

Click on a guest or group property to edit it.

Use the Enter, Tab or 3t+arrow keys to change row or column. Use the Space or
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arrow down keys to edit a drop-down list.

2.1.8 Top pane

2.1.8.1 Top pane

The Top pane contains the #:Floor Plan, "I Table Plan, % Schematic, £5Table
Chart, ==Guest Chart , i.-Stationery and ZReport panes. These are all different
views of your plan.

If View>User Interface>Expert is selected you can hide this pane by clicking on
the x button at top-right of the pane or using View>"<Top pane or the equivalent
Main tool bar button.

You can resize this pane using the splitter between it and the Left pane and the
splitter between it and the Bottom pane.

2.1.8.2 Floor Plan pane

The Z5Floor Plan pane shows an ‘aerial’ view of your table plan. You can only
select one seat or table at a time in this pane.

Appearance

Clicking on the ®, and &, buttons zooms in and out. Clicking on the & button
zooms and scrolls (pans) the display to show all the tables in your plan. When you
are zoomed in you can move around by clicking on the scroll bars or by dragging
the background (the cursor will change to a hand).

Toggle the & button on/off to magnify the area under the mouse cursor.
Magnification allows you to read a large plan without having to zoom in and out.
You can change the size of the area magnified and the level of magnification using
the sliders in the Configure magnification cursor window that appears when you
press the button in.

By default the inside of the floor plan is shown in white and the outside of the
floor plan is shown in grey.

You can change the floor plan dimensions and units by clicking on the Li button.
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You can also set whether a grid is drawn (and what size) and whether tables,
shapes and text are snapped to a grid (and what size).

Click the TInsert text button to add text to the floor plan (e.g. a title). We would
really appreciate a mention of www.perfecttableplan.com in the footer!

Click the ®Insert shape button to add shapes to the floor plan (e.g. to represent
dance floors or stages).

Advanced and Professional editions only

Click the =lInsert image button to add images to the floor plan (e.g. to add a
logo).

Professional edition only

Click the [ZiIRenumber/rename table button to quickly rename lots of tables.

Click the @*Rotate button to rotate the selected table, shape or text item 45
degrees clockwise. For finer control use the Angle field in the Table Properties
window.

Click the MIMove to Back button to move the selected item behind (under) others
in the vertical stacking order.

Click the % button to change the fonts and colours. The table colour will be
overridden by colours set for individual tables through the Table Properties
window.

Hint If you want to seamlessly join two tables set the inner and outer colours of
the table to be the same.

Type text in the QSearch field to select matching floor plan items. E.g. if you
type x it will select all floor plan items that contain an 'x' (case is ignored). Click
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the " cancel icon to clear the field. Note that only text visible in the floor plan is
searched (e.g. the contents of a guest's Notes field will only be searched if the
Guests drop-down field is set to Notes).

Click on the = button to show additional options.

Select from the Seats drop-down list according to how you want seats to be
displayed.

Select from the Guests drop-down list to change the text that is displayed for
assigned seats.

Select from the Tables drop-down list according to what text you want displayed
for the table. If you show unassigned seats, any unassigned seats may also be

highlighted with a red cross, depending on the setting for Seats.

Note The name and number of seats assigned/unassigned is not displayed for a row

of seats in the Floor Plan pane.

Changing the Floor Plan

New tables are inserted in a vacant space near the current centre of the pane.
Once a table has been placed you can drag it to any location inside the floor plan.

Guests can be dragged between seats or from the 2Guests pane or £2Groups pane
(set the Left pane Mode to drag & drop). Drop a guest away from a seat or table

to unassign them.

Note If you drag a guest on to a seat where another guest is already assigned the
guests will swap seats with the guest being dragged.

If you drag to the edge of the pane the pane will scroll automatically.
Double-click on a table or guest to show the Properties window.

Ctrl+click on a table or seat to display actions in a pop-up menu.

Assessing your plan
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Seat: 2

Mame: Mr Chris Smith
Group: Smith family
Gender: male

Age: adult

Meal: beef

RSVP: Accepted

VIP: Yes

Locked: Yes

Motes: Best man

When you hover the mouse cursor over a table or assigned seat a tool tip window
with summary information will appear. You can turn these tool tips on/off in the
o Preferences window.

Hold down the <% button to show all guests that should be sitting next to each
other.

; Floor Plan | {1 TablePlan | f§ Schematic | 23 Table Chart | S5 GuestChart | K Stationery | I

a@@ CIMELNCEEE -

Seats: [t:mu-um --]G-ut-sts [D:plwm v]TaNl:s Name v

Hold down the ¥ button to show all guests that should be sitting near to each
other.

Hold down the @ button to show all guests that should not be sitting next to each
other.

Hold down the & button to show all guests that should be not be sitting near to
each other.
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Hold down the «& button to show all guest proximities.

Hold down the #* button to show all non-optimal seating arrangements, e.g. guests
that should be sitting next to each other that aren't.

Hint If you hold down the Shift key while pressing any of the above 6 buttons, only
the proximity for guests whose tables or chairs are selected will be shown. This can

be very useful when showing the proximities of all guests is too confusing.

Depress the < button to show the gender of guests (blue for male, pink for
female).

Hint It is easier to see proximities if the <" button is not depressed.

Depress the -~ button to show the age of guests (large circle for adult, small circle
for child).

Depress the ¢ button to show which groups guests belong to. The seats are colour
coded for up to 100 groups (and then repeat the colour sequence).

Depress the I button to show colour-coded meal choices. Each meal is displayed
in a different colour (up to 10 colours). If you have more than one course (e.g.
“soup, fish,ice cream”) the courses will be displayed as concentric rings: outer
ring=first course, second ring=second course etc.

Note The colours for the groups and meals visualisations are chosen automatically -
you can't change them. We have chosen the colours to be easily distinguishable,
even for people with most types of colour blindness.

Depress the .7 button to show VIP guests and VIP tables.

Depress the ¥ button to show guests with special needs.

Depress the # button to show guest RSVP status.

Depress the @ button to show locked guests.

Depress the #® button to show spacings around each table (but not rows of seats).

Check tableware to display place settings for each seat at a table.
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Hint Some of the above will be easier to see if you use simple (e.g. default )
colours in the Z%Floor Plan pane.

Mouse wheel

If your mouse has a mouse wheel you can use it to scroll or zoom, depending on
the settings in the ® Preferences window. If you have set the mouse wheel to

scroll vertically hold down the Shift key to zoom, and vice versa. If you have set
the mouse wheel to scroll vertically, hold down the 3£ key to scroll horizontally.

Keyboard accelerators

You can change the selected table or seat using Alt+Left arrow and Alt+Right
arrow (change table) and Alt+Up arrow and Alt+Down arrow (change seat).

Printing, copying and exporting

When you are happy with the layout you can print this page with File>&Print. You
can also export the image as a PDF, PNG, BMP or JPEG file using File>[Export or
copy it to the clipboard using Edit>TiCopy.

2.1.8.3 Table Plan pane

The "ITable Plan pane shows a single table, with an optional legend (text). You
can only select a single seat or table in this pane. The legend cannot be selected.

Appearance

Clicking on the ® and &\ buttons zooms in and out. Clicking on the & button
zooms and pans the display to show all the contents. When you are zoomed in you
can move around by clicking on the scroll bars or by dragging the background (the
cursor will change to a hand).

Click the % button to change the fonts and colours. The table colour will be
overridden by colours set for individual tables through the Table Properties
window.

Click on the & £ B4 [ buttons to display the first, previous, next or last table.
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Click on the [= button to show additional options.

Select from the Arrow to drop-down list to display a directional arrow. This arrow
can point up, right, down, left or to any table. Note the arrow will not be
displayed when it is pointing to the current table.

Select from the Seats drop-down list according to how you want seats to be
displayed.

Change the Guests drop-down to change the text that is displayed for assigned
seats.

Click the Terms button to change the words used in the pane.
Check the legend check box to show the text legend. Check the header, seat
numbers, VIP, gender, age, meal, special or notes check boxes to show the

corresponding information in the legend.

Note The legend will display an Event: header if the Event field is set in the &
Information window.

Changing the Table plan
Guests can be dragged between seats or from the 2Guests pane or £2Groups pane
(set the Left pane Mode to drag & drop). Drop a guest away from a seat or table

to unassign them.

Note If you drag a guest on to a seat where another guest is already assigned the
guests will swap seats with the guest being dragged.

Double-click on a table or guest to show the Properties window.

Ctrl+click on a table or seat to display actions in a pop-up menu.

Assessing your plan
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Seat: 2

Mame: Mr Chris Smith
Group: Smith family
Gender: male

Age: adult

Meal: beef

RSVP: Accepted

VIP: Yes

Locked: Yes

Motes: Best man

When you hover the mouse cursor over a table or assigned seat a tool tip window
with useful information will appear. You can turn these tool tips on/off in the &
Preferences window.

Hold down the <% button to show all guests that should be sitting next to each
other.

Hold down the " button to show all guests that should be sitting near to each
other.

Hold down the @ button to show all guests that should not be sitting next to each
other.

Hold down the & button to show all guests that should be not be sitting near to
each other.

Hold down the <« button to show all guest proximities.

Hold down the #* button to show all non-optimal seating arrangements, e.g. guests
that should be sitting next to each other that aren't.

Hint If you hold down the Shift key while pressing any of the above 6 buttons, only
the proximity for guests whose chairs are selected will be shown. This can be very
useful when showing the proximities of all guests is too confusing.

Note Only the proximities for guests on the current table are shown.

Depress the &' button to show the gender of guests (blue for male, pink for
female).

Hint It is easier to see proximities if the <" button is not depressed.
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Depress the = button to show the age of guests (large for adult, small for child).
Depress the =2 button to show which groups guests belong to.

Depress the I button to show colour-coded meal choices. Each meal is displayed
in a different colour (up to 10 colours). If you have more than one course (e.g.
“soup, fish,ice cream”) the courses will be displayed as concentric rings: outer
ring=first course, second ring=second course etc.

Note The colours for the groups and meals visualisations are chosen automatically -
you can't change them. We have chosen the colours to be easily distinguishable,
even for people with most types of colour blindness.

Depress the i button to show VIP guests.

Depress the ! button to show guests with special needs.

Depress the ¥ button to show guest RSVP status.

Depress the @ button to show locked guests.

Check tableware to display place settings for each seat at a table.

Hint Some of the above will be easier to see if you use simple (e.g. default )
colours in the ©iTable Plan pane.

Mouse wheel

If you mouse has a mouse wheel you can use it to scroll or zoom, depending on the
settings in the ®f Preferences window. If you have set the mouse wheel to scroll
vertically hold down the Shift key to zoom, and vice versa. If you have set the
mouse wheel to scroll vertically, hold down the 3£ key to scroll horizontally.

Keyboard accelerators

You can change the selected table or seat using Alt+Left arrow and Alt+Right
arrow (change table) and Alt+Up arrow and Alt+Down arrow (change seat).

Printing, copying and exporting
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When you are happy with the layout you can print this page with File>&Print. You
can also export the image as a PDF, PNG, BMP,JPEG file using File>[#Export or
copy it to the clipboard using Edit> T Copy.

2.1.8.4 Schematic pane

The % Schematic pane shows the table plan in an abstract form that is convenient
for browsing. It also optionally shows the assignment scoring.

Guests who have declined or cancelled are shown with strikethrough text. Guests
who are locked are shown with underlined text.

Select from the Mode drop-down list to change the behaviour of the pane (see
below).

Change the Display drop-down list to change the way in which the names of
assigned guests are displayed.

The order of the tables can be changed by clicking on the Table order button to
display the #Table Order window.

Type text in the QSearch field to hide non-matching table names. Guest names
are not searched. E.g. if you type head it will hide all tables without head in their
name (case is ignored). Click the “ cancel icon to clear the field.

Click on the = button to show additional options.

New tables are added at the bottom of the pane. You can change the position of a
table in the order by dragging it. Alternatively, select the table and use the 4 and
v buttons at the top of the pane to move the table up or down the order.

Check the show scores check box to show the assignment scores.

Click Expand all or Collapse all to expand/collapse all the tables.
Mode

Drag and drop

Drag one or more guests to a seat or table within the i Schematic pane to re-
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assign their seat. Hold down the Shift key to also drag all the other members of
their group. You can also drag guests from the 2 Guests pane or #Groups pane to
the ¥ Schematic pane.

Note If you drag a guest on to a seat where another guest is already assigned the
guests will swap seats.

Drag a table within the % Schematic pane to change the order in which it is
displayed here and in the ££Table chart pane.

Edit guest or table properties by double-clicking on them or Ctrl+click and select
Properties from the pop-up menu.

Ctrl+click on a guest or table to display actions in a pop-up menu.
Double-click on a guest or table to display the Properties window.

Select more than one guest or table by using Shift+click or 3£+Click. Use 3£+A to
select everything in this pane.

Edit
Click on a guest locked column or table name to edit it.

Use the Enter, Tab or ¥+arrow keys to change row or column. Use the Space or
arrow down keys to edit a drop-down list.

2.1.8.5 Table Chart pane

The £ETable Chart pane shows a seating chart, ordered by table. This can be very
useful for displaying at the entrance to an event. Tables with no guests assigned
are omitted. It is not possible to change the plan from this pane.

Use the Display drop-down list to change how guest/group names are displayed.

Use the By drop-down list to display a line per Guest or a line per Group.

Use the Sort by drop-down list to change the way how guests/groups are ordered
on each table.

You can also change the number of Columns in the chart and control the font and
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colours by clicking on the T button.
Click on the [# button to show additional options.

You can optionally show the seat, notes, meal choice, special requirements, RSVP
status and group. The meal choice and special requirements can be very useful for
caterers.

Click on the Title or Footer button to add/edit a title or footer for this pane. The
Chart Title/Footer window will be displayed. We would really appreciate a
mention of www.perfecttableplan.com in the footer!

The order of the tables can be changed by clicking on the Table order button to
display the #Table Order window. Alternatively, you can change the order in the
2 Schematic pane. Tables are laid out left to right and then top to bottom.

You can copy the contents of the whole pane to the clipboard as plain text and
HTML using Edit>TiCopy. Use right click and Copy to copy selected text to the
clipboard.

When you are happy with the layout you can print this page with File>®Print.

You can export the pane as an Excel CSV, plain text or HTML file using File>[#
Export and selecting table chart to text/CSV/HTML file. Select Excel CSV file,
Text file or HTML file from the Save As type drop-down in the [#Export window.
Plain text may be useful for emailing to your stationery supplier. HTML preserves
the layout and is useful for web pages and other HTML-aware applications, such as
Microsoft Word. CSV files can be opened as Excel spreadsheets.

Hint Use 3£+A to select everything in this pane.

2.1.8.6 Guest Chart pane

The £2Guest Chart pane shows a chart, ordered by guest name (alphabetically by
last name then first name). This allows guests to find their table quickly and can

be very useful for displaying at the entrance to an event. You can also print off a
full guest list. It is not possible to change the plan from this pane.

Use the Display drop-down list to change how guest/group names are displayed.

Use the By drop-down list to display a line per Guest or a line per Group.
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Using the For drop-down list you can display:

e guests who have (or haven't) been assigned to seats; or
e guests by RSVP status; or

o all guests; or

e selected guests

You can also change the number of Columns in the chart and control the font and
colours by clicking on the T button.

Click on the = button to show additional options.

You can optionally show the headers, table, seat, notes, meal choice, special
requirements, RSVP status and group. The meal choice and special requirements
can be very useful for caterers.

Click on the Title or Footer button to add/edit a title or footer for this pane. The
Chart Title/Footer window will be displayed. We would really appreciate a
mention of www.perfecttableplan.com in the footer!

Click the Terms button to change the words used in the pane.

You can copy the contents of the pane to the clipboard as plain text and HTML
using Edit>TCopy. Use right click and Copy to copy selected text to the clipboard.

When you are happy with the layout you can print this page with File>&Print.

You can export the pane as an Excel CSV, plain text or HTML file using File>[%
Export and selecting guest chart to text/CSV/HTML file. Select Excel CSV file,
Text file or HTML file from the Save as type drop-down in the [#%Export window.
Plain text may be useful for emailing to your stationery supplier. HTML preserves
the layout and is useful for web pages and other HTML-aware applications, such as
Microsoft Word. CSV files can be opened as Excel spreadsheets.

Hint Use 3£+A to select everything in this pane.
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2.1.8.7 Stationery pane

The 4. Stationery pane allows you to design and print items of stationery and easily
merge in details of your guests and their seating arrangements from your
PerfectTablePlan data. Each page can contain a single stationery item (e.g. an A4
invitation letter) or multiple items (e.g. 3x6 address labels).

You design a master for your stationery items in the ™ Design tab and preview it in
the [“.Preview tab.

Note You can order place cards from our website.

Top controls

Click on the "2Open stationery button to load a stationery design. A few samples
are included with PerfectTablePlan. You can also save your own designs to use
later or send to other PerfectTablePlan users.

Click on the EiStationery layout button to change the layout of the existing
design. For example to change the page size or the number and dimensions of
items on the page.

Click on the fdSave stationery button to save the current stationery design to a
file. You will be able to load this design back into this plan, or another plan, at a
later date.

Select from the Item per drop-down list to create a stationery item for each guest,
each group or each table.

Select from the For drop-down list to choose which guests/groups you wish to
create stationery items for.

For example, if you are printing place cards, you probably want to select Item per
to Guest and For to Assigned. If you are printing invitations you probably want to
select Item per to Group and For to All. If you want to reprint an individual place
card you probably want to select Item per to Guest and For to Selected....

Select from the Sort by drop-down list to determine the order in which stationery
items are ordered. This feature should make it easier to set up place cards if you
have hundreds of guests. It is only available for Item per=Guest .
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Click on the [= button to show additional options.

Select from the Fold drop-down list to a horizontal or vertical fold. This can be
useful for designing and printing tent fold cards. Folds are displayed in printouts.

Set the Border thickness to greater than 0 to add a border to each stationery
item.

Click on the Border colour button to change the colour of the border around each
item. This has no effect if the Border thickness is 0.

Click on the Background colour button to change the background colour of each
item.

Design tab

To add text to your design:

1. Click on the T'Insert text button.

2. Click on the area of the design you wish to add the text.
3. Type in the text you wish to add.

4. Add substitution fields by selecting from the Insert substitution text drop-down
list.

Advanced and Professional edition only

To add images to your design:

1. Click on the =lInsert image button.

2. Click on the area of the design you wish to add the image.

3. Click on the Browse... button to select the image.
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4. Change the dimensions to the appropriate size.

Click on the =Horizontal centre or lilvVertical centre buttons to horizontally/
vertically centre the currently selected text.

Click on the Rotate button to rotate the selected text 90 degrees.

Click on the MMove to Back button to move the selected text behind any other
text.

To delete text click select the text and click the 3¢Delete button.
Change the value of Guides to the number of guidelines you wish to add to the
design. These can be useful for aligning text neatly. They are not shown in

printouts.

Click on the Font button to change the font of the selected text. Alternatively you
can use the Font size field or the I Italic, BBold and ! Underline buttons.

Click on the Colour button to change the colour of the selected text.

Click on the =Left align, =Centre align or =Right align buttons to change the
alignment of the selected text.

Drag the splitter at the top of the text edit box to increase or decrease the size of
the text edit area.

Preview tab

Select Display to show either a full page of items or a single item (e.g. 3x6 address
labels or a single address label) and the number of the page/item to display.

Set Start position to position on the page where you wish the first item to be
printed.

Check cut marks if you would like cut marks to be printed on the page. This can be
useful if you are using a guillotine to cut the page.
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Substitution text

If you use the following text in your design it will be substituted by the appropriate

data from your plan.

In alphabetical order:

Substitution text

{current_date}

{current_time}

{event_date}

{event_name}

{event_notes}

{event_venue}

{group_address}

Substituted by

Example

The current date (31/12/2009

in your local
format

The current time [13:59:00

in 24 hour format

event date from
DInformation

window

event name
from &

Information

window

event notes
from &

Information

window

event venue
from &

Information
window

the address of
the group

31/1/2010

Gala dinner

The Crown hotel

1 The Street

Available for ‘Item
per’

Guest, group or
Table

Guest, group or
Table

Guest, group or
Table

Guest, group or
Table

Guest, group or
Table

Guest, group or
Table

Guest or Group
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{group_address1}

{group_address2}

{group_country}

{group_contact}

{group_email}

{group_home_phon

e}

{group_meals}

line 1 of the
group address

line 2 of the
group address

the address
country

full contact
details of group
(address +
contact
numbers)

email address

home phone
number

meals of group
members

The Town
Nowhereshire
NW1 123

England

1 The Street

England

1 The Street
The Town
Nowhereshire
NW1 123
England
111-1111-1111

email@email.com
email@email.com

111-111-1111

fish + beef

89

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or Group
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{group_members_

multi_line}

{group_members}

{group_mobile}

{group_name}

{group_notes}

{group_num_memb

ers}

{group_special_req

s}

{group_state_count

y}

{group_tables}

{group_town_city}

{group_work_phon

e}

list of group
members, one
per line

list of group

members on one

line

mobile phone
number

group name

notes for the
group

number of
members of the

group
special

requirements of
group members

the address
state/county

the table(s) the

group is assigned

to

the address
town/city

work phone
number

Mr J Smith

Mrs K Smith

Mr & Mrs J Smith

111-111-1111

Smith family

wheelchair

Nowhereshire

table 1

The Town

111-111-1111

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or Group

Guest or group

Guest or Group

Guest or Group
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{group_zip_postcod the address zip/

e}

{guest_age}

postcode

guest age

{guest_display_nam guest display

e}

name

{guest_display_nam guest display

e**1}

name before **

{guest_display_nam guest display

e**1}

name after **

{guest_first_name} guest first name

{guest_gender}

guest gender

{guest_last_name} guest last name

{guest_meal_multi_ guest meal, one

line}

{guest_meal}

{guest_notes}

{guest_rsvp}

course per line

guest meal

notes for the
guest

guest RSVP
status

NW1 123

adult

Mr John Smith
Master of
Ceremonies

Mr John
Smith**Master of
Ceremonies -> Mr
John Smith

Mr John
Smith**Master of
Ceremonies ->
Master of
Ceremonies

John

male

Smith

soup
fish

soup,fish

Accepted

91

Guest or Group

Guest

Guest

Guest

Guest

Guest

Guest

Guest

Guest

Guest

Guest

Guest
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{guest_seat}

seat guest
assigned to

{guest_special_req} guest special

{guest_suffix}

{guest_table}

{guest_title}

{guest_vip}

{table_groups_mult

i_line}

{table_groups}

{table_guests_multi

_line}

{table_guests}

{table_name}

{table_name**1}

{table_name**2}

requirements
guest suffix

table guest
assigned to

guest title
guest VIP status

list of groups at
table, one group
per line

list of groups at
table on one line

list of guests at
table, one guest
per line

list of guests at
table on one line

the name of the
table

table name
before **

table name after

%%

visually impaired

PhD

Table 3

Mr

VIP

Smith family

Jones family

Smith family &
Jones family

Mr J Smith

Mrs K Smith

Mr & Mrs J Smith

Table 1

Table1**HeadTable -

> Table1

Table1**HeadTable -

> Head table

Guest

Guest

Guest

Guest

Guest

Guest

Table

Table

Table

Table

Table

Table

Table
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{table_notes} notes for the Table
table
{table_num_seats} number of seats 8 Table

for the table

{table_shape} table shape Circular Table

Note Text will only be substituted if Item per is set to the correct value, e.g.
{guest_title} will not be substituted if you set Item per to Table.

Exporting

You can export your stationery to a PDF file by selecting File>[#*Export and
selecting stationery to PDF file.

See also:

Print stationery tutorial

Load sample stationery

Create address labels

2.1.8.8 Report pane

The ZReport pane shows a report of your plan. It is not possible to make changes
to the plan from this pane.

Professional edition only

Type is the type of report. A Summary report gives you an overall summary. A
Detailed (summary) report allows you to report in detail about a particular
aspect of the plan. A Detailed (guests) report is similar to a Detailed
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2.1.9

(summary) report, but also lists guest names.
Display is the guest property you wish to display, e.g. the meal choice.

By is how you want to group the results, e.g. by table. Choose N/A if you don't
want to group the results.

For allows you to specify which guests you wish to include in your report.

For example, if you have a custom field 'amount owing’ and you want a total of
how much money is owed by each group for all the people that have accepted

their invitations set Type to 'Detailed summary’, Display to 'amount owing’, By

to 'Group’ and For to 'RSVP accepted'.

Click the Terms button to change the words used in the report.

You can copy the contents of the whole pane to the clipboard as plain text and
HTML using Edit>TCopy. Use right click and Copy to copy selected text to the
clipboard.

When you are happy with the layout you can print this page with File>&Print.

You can export the pane as an Excel CSV, plain text or HTML file using File>[#
Export... and selecting report to text/CSV/HTML file. Select Excel CSV file, Text
file or HTML file from the Save as type drop-down in the [#Export window. Plain
text may be useful for emailing to your caterer. HTML preserves the layout and is
useful for web pages and other HTML-aware applications, such as Microsoft Word.
CSV files can be opened as Excel spreadsheets.

Bottom pane

2.1.9.1 Bottom pane

The Bottom pane contains the “?Proximity pane. If you have PerfectTablePlan
Professional Edition it may also contain “?Custom Field Proximity panes.

If View>User interface>Expert is selected you can hide this pane by clicking on
the x button at top-right of the pane or using View>"'Bottom pane or the
equivalent Main tool bar button.
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You can resize this pane using the splitter between it and the Left pane and the
splitter between it and the Top pane.

2.1.9.2 Proximity pane
The “Proximity pane shows an abstract view of who should be placed near whom.

Note The table is symmetric, if you change the proximity for column A and row B,
the proximity for row B and column A will change automatically.

You can move around the table and change values using the Arrow keys, Space bar
and Return key.

Select from Display to change how the guest names are displayed.

Type text in the @ Search row and @Search column fields to hide non-matching
guest names. E.g. if you type jo in the @QSearch row field it will hide all rows for
guests without jo in their name (case is ignored). Click the “cancel icon to clear
the field.

Default proximity values are set automatically for guests when they are added as a
couple, family or group, but you can add to or override as you wish. For example,
if you add Mr & Mrs A as a couple they will be automatically assigned proximity <
Next to (a < will appear in the cells where the columns and rows for Mr A and Mrs
A intersect). The automatic assignment will then try to put them next to each
other. To change this proximity to @®Not Next to (perhaps they have had an
argument!) click on the cell and select @ from the drop-down list.

Click on the = button to show additional options.
Select from For:

o All: all guests

e By group: guests in the selected group

e By group+: guests in the selected group and all guests with non-neutral proximity
to members of this group

Select from the drop-down list or click on the « and » buttons to change the
selected group.
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Check assignable guests only to show only guests who can be assigned to seats
(due to their locked + RSVP status and settings in the ®fPreferences window).

Hint If you want to change the proximity for everyone in a group it may be easier
to select a group (in the Groups pane) or more than one guest (in the 2Guests
pane or £2Groups pane) and then select Edit>Proximity. You can set the proximity
for everyone on a table by selecting the table and then Edit>Proximity. This can
be useful for arranging multiple seatings.

2.1.9.3 Custom Field Proximity pane

Professional editions only

The ©Custom Field Proximity pane allows you to set guest proximities based
on custom field.

You can set proximities for custom fields of type Yes/No and Selection. E.g. if
you have a Selection custom field "department” with values "sales”,
"marketing”, "engineering” and "admin” you can set proximities in this pane so
that the automatic seat assighment will try not to seat people in the same
department together.

€9 Proximity | €? department

sales marketing engineering

sales @

marketing @

engineering @
admin

Note Setting proximities for custom fields may slow down the automatic seat
assignment.
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2.1.10 Windows

2.1.10.1 Windows

Help on the following windows is available:

About window

Change Group window

Chart Title/Footer window

Custom Field window

Custom seat numbering window

Dimensions window

Export window

Export Data window

Export PDF window

Export VCard window

Find Plan Files window

Fonts and Colours window

Group Properties window

Guest Properties window

Image Properties window

Import window

Import Data window

Information window
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Insert Couple window

Insert Family window

Insert Image window

Insert Group window

Insert Guest window

Insert Shape window

Insert Table window

Insert Text window

Join Columns window

Licence window

Main window

Most Recently Accessed window

Numbers and Budget window

Preferences window

Print window

Print Setup window

Quick Add Guests window

Renumber/rename tables window

Save Stationery Layout window

Select Gradient window

Select Groups window
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Select Guests window

Shape Properties window

Split Columns window

Stationery Layout window

Table Order window

Table Properties window

Text Properties window

2.1.10.2 About window

The About window tells you which version of PerfectTablePlan you are using. To
display this window select select PerfectTablePlan>About PerfectTablePlan.

Click on Credits to see the credits list.
Click on Close to close the window.

2.1.10.3 Change Group window

The ““2:Change Group window allows you to move one or more guests from one
group to another. To display this window select one or more guests and then
select Edit>Change Group....

Move guest(s) displays the guests that will be moved.
Select the group you want to move the guests to in To group and click OK.

Note You can also change the group of a guest by dragging and dropping them from

one group to another in the £2Groups pane.

2.1.10.4 Chart Title/Footer window

The Chart Title/Footer window allows you to change the title or footer displayed
in the ££Table Chart or S=Guest Chart pane. To display this window click the Title
or Footer button at the top of the appropriate pane. Click on the [*] button to
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reveal the button.
Type the text of the title or footer in the Text edit.

Set the size of the text relative to the rest of the text in the pane using the
Relative size drop down list. +4 is the largest text and -4 is the smallest text.

Click on the Colour button to change the colour of the title or footer.
Check bold, italic and underline to set the text style of the title or footer.

Click OK to accept the changes. Click Cancel to discard the changes. Any changes
you make to dimensions only apply to the current plan.

We would really appreciate a mention of www.perfecttableplan.com in the footer!

2.1.10.5 Custom Fields window

Advanced and Professional editions only

The Custom Fields window allows you to define your own properties for
guests. For example you can add properties to define: which organization a
guest belongs to, which languages they speak and how much they have paid for
their ticket. To display this window select Edit>Custom Fields... .

Click on =FAdd to add a new custom field. The number of custom fields are
limited by the edition selected.

Click on #¢Del to delete the selected custom fields.

Click on 4'Up to move the selected custom fields up.

Click on ¥Down to move the selected custom fields down.

Click OK to accept the changes and close the window. Click Cancel to discard
the changes.
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The properties of each custom field are:

Property Meaning

Name The name of the custom field (maximum 20 characters). No
two custom fields can have the same name.

Type The type of field (see below).

Allowed values [The values the field can take. The user can only set this for
Selection types.

Default value  The value set by default for new and existing guests.

Notes Notes on the field. This appears as a tooltip when you hover
over the corresponding control.

The types of custom field are:

Field type Allowed values Example usage

Yes/No Yes or No. In wheelchair

Text Any text. Job title

Number Any whole number Bottles of wine ordered
(integer) between -
2,147,483,648 and
2,147,483,647.

Currency Any floating point number/Amount owing
between -21,474,836.48
and 21,474,836.47.
Accurate to two decimal
places.
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Selection One of a comma separate [Employer
list of items defined in
the Allowed values
column.

Tags 0, 1 or many comma Languages spoken
separated items.

For example you might create a:

e Selection custom field called "affiliation” with values "wedding party”,
"bride’s family”, "groom'’s family”, "bride’'s friends", "groom'’s friends" and
"other". Each guest can then be categorised by their affiliation into exactly
one of the allowed values.

e Tags custom field called "languages spoken”. For each guest you can then list
0, 1 or many languages they speak separated by commas, e.g.: "English”,
“English,Spanish” or "English,French,Spanish”.

You cannot change the type of a custom field after you have clicked OK. You
can delete it and replace it with a custom field with a different type and the

same name, but you will lose all the values set for the original custom field.

Custom fields affect PerfectTablePlan in the following ways:
Guests pane and Groups pane
An additional column appears for each custom field. You can show/hide these

fields by clicking on the =] button and checking/unchecking the appropriate
box.

Import window

Values can be imported into custom fields. Any £, S or € characters will be
stripped from currency values during importing.
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Floor Plan pane
Visualization buttons are added for each custom field of type Yes/No, Tags and
Selection. If you click one of these buttons the guests will be coloured

appropriately. For Tags types a separate colour band is shown for each value.

A custom field property can be displayed instead of the guest name by
selecting the custom field from the Guests drop-down list.

Custom field values are shown when you hover over a guest.

Table Plan pane

Similar to the Floor Plan pane, but custom fields can also be shown in the
legend text by checking the appropriate box. You can show/hide these fields
by clicking on the ] button and checking/unchecking the appropriate box.

Table Chart pane and Guest Chart pane

A check box is shown for each custom field. You can show/hide these fields by
clicking on the [#] button and checking/unchecking the appropriate box.

Stationery pane

A substitution text is added for each custom field, e.g. if the custom field
name is "Languages spoken” the substitution text will be {languages_spoken

1.
Report pane

Custom fields are included in reports. Number and currency fields are
summed.

Automatic seat assignment

You can set proximities for fields of type Yes/No and Selection. For example,
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you could create a custom field ‘'married status’ with allowed values: married,
single male and single female . You could then set the proximity in the
appropriate Custom field proximity pane so that single males are sat next to
single females by the automatic seat assighment.

Export window

Custom fields values can be exported.

2.1.10.6 Custom Seat Numbering window

Advanced and Professional editions only

The Custom seat number window allows you to set custom seat numbering for
a table or row of seats. To display this window set Seat numbers to custom or
click the Change... button in the Table properties window.

The seats are shown in order from the first seat and proceed clockwise. You
can use the cursor keys to move up and down.

m Custom Seat Mumbering @

Custom seat number/name

seatl A

seat2 B

o

L e i S e T T R L e Y M T T -

Click OK to accept the changes. Click Cancel to discard the changes.

2.1.10.7 Dimensions window

The [LDimensions window allows you to change the dimensions of the floor plan.
To display this window click the [ button at the top of the %:Floor Plan pane.
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Units allows you to choose metres or feet, as you prefer.
Size is the size of the floor plan metres/feet across (X) and down (Y).
Area is across x down, in m2 or ft2 (depending on your choice of units).

Area per guest is the amount of area per guest, in m2 or ft2 (depending on your
choice of units).

Area per accepted guest is the amount of area per guest who has ¥ accepted, in
m2 or ft2 (depending on your choice of units). As a rough guideline:

seating type comfortable space per guest minimum space per guest

ft2 m?2 ft2 m?2
all standing 7 0.7 5 0.5
all seated, 11 1 8 0.7
rectangular
tables
all seated, 14 1.3 11 1

circular tables

Note Local fire regulations may specify limits on the number of guests for a venue.
Seat width is the number of metres/feet between the centre of one seat and the
next (including elbow room). Automatic table size is calculated from seat width, so

increasing/decreasing seat size may increase/decrease table sizes.

Check Draw grid if you would like a visible grid to be drawn in the ::Floor Plan
pane. If checked you can set the drawn grid Size in the chosen units.

Check include in print/copy/export if you would like to include grid lines when
you print, export or copy to the clipboard.

Note Printing/exporting a fine grid (e.g. each foot) in a large room can slow down
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print/export times considerably.

Check Snap to grid if you would like the centres of items in the ZFloor Plan pane
to be constrained to a grid. If checked you can set the snap grid Size in the chosen
units. If you turn Snap to grid on or change the snap grid Size, you will be given
the option to snap all tables, shapes and text to the new grid.

Note The drawn grid and the snap grid are independent of each other.

Advanced and Professional edition only

You can add a background image to the %:Floor Plan pane, scale it to the
appropriate size and then place your tables on top of it. This can be very
useful when you have a scale floor plan of the venue.

scaled floor plan image image used as floor plan background with tables added

Click on Browse... to locate the image file you want to use as your
background. PNG, JPEG and BMP image file formats are supported.

Click on Delete to delete the background image.
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Change Background image size to change the size of the background image as
it appears in the Floor Plan pane. It will be in the units set in the Units field.
Uncheck constrain proportions if you want to stretch the floor plan image
vertically or horizontally (you won't need to do this if it is to scale).

If you aren't sure of the size of your image in metres, add a shape the same
size as a known feature in your background image. Then change Background
image size until the feature is the same size as the shape you added. For
example, if there is a 5 metre scale on your image, add a 5 metre rectangle
then vary Background image size until the scale and shape are the same size.

The image data is stored inside your plan file, so you can move the plan file to
another computer without losing your image.

Note A very large image may cause your plan to be slow to load, draw and
save. You can use a graphics package such as Adobe Photoshop to resize your
image smaller. Images larger than 0.25 Mega pixels will be compressed in JPEG
format for faster loading and saving. This will remove any transparency in the
image and may also reduce the image quality.

Click OK to accept the changes. Click Cancel to discard the changes. Any changes
you make to dimensions only apply to the current plan.

See also:

Space tables correctly

2.1.10.8 Export window

The [#Export window allows you to choose a type of file to export. To display this
window select File>[#*Export or the equivalent Main tool bar button. You cannot
export data if your plan is empty.

2.1.10.9 Export Data window

The Export Data window allows you to export guest and seat assighment data from
your plan to use in other applications, for example to import into spreadsheets to
create customised reports. To display this window select File>[#Export, select
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guest and seating data to CSV/text file in the [#Export window and click OK. You
cannot export data if your plan has no guests.

Set the Export a record per drop-down to guest or group, depending on whether
you want to export a record (line) for each guest or a record for each group of
guests. For example:

e If you want a complete list of guests to send to your stationery supplier, you
should select guest.

e If you want to create a mail merge you will probably only want to send one letter
to each group, so you should select group.

Select from the For drop-down menu depending on which guests you wish to
export.

Check Output header record if you want to add a record with the field headings at
the top of the export file.

Click on the [¥] button to show more options.

Select the appropriate Fields check boxes, depending on what information you
want to export to the file. Use the Select all, Unselect all and Invert selection
buttons to save time changing your selection.

Use the Format drop-down list to choose whether the exported file is in CSV
format or a custom delimited format (e.g. fields separated by Tab characters). If
you are using a custom format, set Field separator and Record separator to the
field and record separators you want in the export file.

Note Excel and many other types of application can open/import CSV files.
Preview shows you what the export file will look like. It shows the effect of
changes made to Export a record per, Output header record etc. If there are
more than 20 records to export, it only shows the first 20.

Set Export file to the location of the file you wish to create. You will be prompted
if there is already a file at this location. Click on the Browse... button to browse

to a location.

Click Apply to export the data. Click OK to export the data and close the window.
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Click Cancel to discard the changes.
See also:

Export formats

2.1.10.10 Export PDF window

The [#Export PDF window allows you to set t

he paper size and orientation of the

PDF document you are about to create. To display this window export a file in PDF

format.

Choose the page size from the Size drop-down list.

Choose the page orientation from the Orientation drop-down list.

For a custom page size select <Custom> from
Width, Height and Units appropriately.

the Size drop-down list and set

Click OK to create the PDF document and close the window. Click Cancel to cancel

the export process.

Note When printing a PDF, make sure you set
the PDF at the correct size.

Pranter:

Presets

Copiles:

Pages

Orientation

lod 11 LR

Paper Size:

No automatic page scaling to print

[ Mo Printer Selected ] [«)
: '_ Srandard 3

E | ™ Collated
@A .

() From: 1 e |1

W 2099 by 25.70em

Scale: 100% |

+

ol Automatically rotate each page

W]E

Preview

® No automatic page scaling
() Scale each page to fit paper
() Only scale down large pages

[ cancel y
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See also:

Export formats

2.1.10.11 Export VCard window

The Export VCard window allows you to export guest data from your plan in vCard
format to use in other applications, for example to import into address books of
other applications. To display this window select File>[®%Export, select guest data
to vCard file in the [®Export window and click OK. You cannot export data if your
plan has no guests.

Select from the Export drop-down list whether you wish to export all guests in the
plan or just those currently selected in the front tab of the Left pane (all members
of any group selected will be exported).

Select from the to drop-down list whether you wish to export all guests to a single
vCard file or a separate vCard file for each guest.

Set Location to the folder you wish to create the export file(s) in. You will be
prompted if there is already a file with the same name. Click on the Browse...

button to browse to a location.

Click OK to export the data and close the window. Click Cancel to discard the
changes.

See also:

Export formats

2.1.10.12 Find Plan Files window

Use the Find Plan Files window to locate lost PerfectTablePlan plan (.tp) or
backup (.tpb) files on your computer. To display this window select File>Find.

Set the Find drop-down list depending on whether you wish to search for plan (.tp)
files or backup (.tpb) files.

Set the in field to select the folder you wish to search. Click the Browse... button
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to browse folders. Check include sub folders to search all folders within the
selected folder (and all the folders they contain, and so on).

Click Start to start the search. Click the button again to stop the search.

The files found are displayed in the list. The Last modified time is shown in ISO
format (YYYY-MM-DDTHH:MM:SS). Click Open (or double click a file in the list) to
open the selected plan or backup file and close this window. Click Cancel to close

this window without opening a plan.

Note It may take several minutes to scan your harddisk. So you should only use this
window for plans that you can't find using File>Open or File>Open recent.

See also:

Most Recently Accessed window

2.1.10.13 Fonts and Colours window

The T4Fonts and colours window allows you to change fonts and colours/gradients
in the Z%Floor Plan, [ITable Plan,Z2Table Chart and Z2Guest Chart panes. To
display this window click the T button at the top of the appropriate pane. The
exact appearance of the window depends on the which pane is at the front. Use
‘themes’ to load and save groups of font and colour choices.

Select coloured buttons to set the colours/gradients for the appropriate text,
tables, seats and backgrounds. Some of these buttons may give you choice of a
solid colour or a gradient.

Click Font... to set the appropriate font.

Click on the ¥ button to load the selected theme from the Themes list.

Click on the % button to save the existing colours and fonts into the Themes list
for future use.

Click on the % button to delete the selected theme from the Themes list.
Click More fonts to go to the PerfectTablePlan fonts web page.

Click Default to set all colours and fonts back to their original settings.
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The effects of changes are shown in the Preview.

Click OK to accept the changes and close the window. Click Apply to apply the
changes without closing the window. Click Cancel to discard the changes and close
the window.

Once a theme has been created it will be available for other plans.

2.1.10.14 Group Properties window

The “=Group properties window allows you to show/edit group properties. To
display this window select a single group in the Group pane and select Edit>#"
Properties or the equivalent Main tool bar button.

Group
Name is the name of the group. PerfectTablePlan will attempt to guess a
reasonable name from the names of the members when the group is created, but

you can change this at any time.

Notes is for any general notes relevant to everyone in the group. Click on Stamp
>> to add a time and date stamped comment to the top of the Notes.

Contact

These fields store contact information for everyone in the group. This can be
useful for creating address labels.

Buttons

Click on the & £ B4 I buttons to display the properties of the first, previous,
next or last group. The groups are ordered alphabetically.

Click OK to accept the changes and close the window. Click Apply to apply the
changes without closing the window. Click Cancel to discard the changes.

2.1.10.15 Guest Properties window

The & Guest Properties window allows you to show/edit guest properties. To
display this window select a single guest in the aGuests, #iGroups, ::Floor Plan,
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IITable Plan or % Schematic panes and select Edit>#’Properties or the
equivalent Main tool bar button or double-click on the guest.

Guest
Check Anon if you don't know the name of the guest.

Title is the guest's title. You can type the title or select it from existing choices in
the drop-down list. Once you have typed it in once, it will be available to select
next time you create a guest in this plan. Titles can also be configured in the
Preferences window.

First name is the guest's first (given) name(s).
Last name is the guest's last (family) name(s).

Suffix can be used for anything that appears after the guest's name, such as a: job
title (e.g. 'Director of sales’), role (e.g. '‘Master of ceremonies’), qualification (e.g.
'BSc’) or post-nominal title (e.g. 'OBE").

Note The Title, First name, Last name and Suffix will be automatically capitalised
(e.g. mr john smith converted to Mr John Smith) if you have checked
automatically capitalise names in the General tab of the & Preferences window.

Display name is the name in the format you want to display it, e.g. Mr John
Smith Phd, Master of Ceremonies. PerfectTablePlan will try to construct a
sensible display name from the Title, First name, Last name and Suffix, but you
can change this at any time. See names and titles for more details.

Gender is the gender of the guest. This can be useful information when doing the
assignments. The automatic assignment will endeavour to alternate men and
women where it can (unless you have disabled this in the ®f Preferences window).
PerfectTablePlan will try to set the Gender from the Title, but you can change this
at any time.

Age is the age of the guest, adult or child. Typically a child is anyone under the
age of 16. This can be useful information when doing the seat assignments.
PerfectTablePlan will try to set the age from the Title where it can, but you can
change this at any time.
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Meal is the meal choice for this guest. You can type the meal or select it from
existing choices in the drop-down list. Once you have typed it in once, it will be
available to select next time. If you have a choice of more than one course you
should enter the courses separated by commas, e.g. soup,fish,flan, the ZReport
pane will then total each course separately.

Special req. is any special requirements the guest has, for example: nut allergy,
elderly or in a wheel chair. If there is more than one special requirement they
should be separated by commas, the ZReport pane will then total each special
requirement separately.

Notes is for any general notes relevant to the guest. This can be used to store any
information not stored elsewhere, for example whether the guest has paid. Click
on Stamp >> to add a time and date stamped comment to the top of the Notes.

Check VIP if the guest is an important guest, for example a guest of honour or a
member of a wedding party. The automatic assignment will take special care
assigning their seat, trying to assign them to a VIP table if there is one.

Check Locked to lock the guest to their current seat (or no seat). You will have to
unlock them to reassign their seat. This is particularly useful for stopping the
automatic assignment from moving them.

Select the RSVP status according to whether an invite has been sent, accepted,
declined or cancelled. Note that you may not be able to assign guests who have
not ¥’Accepted, depending on your settings in the ¥ Preferences window.

Assigned shows which seat the guest has been assigned to (if any).

All fields are optional, except that a guest must have at least a First name or a
Last name.

Advanced and Professional editions only

You can add your own custom fields.

Note You can also edit many of these properties directly in the & Guests pane and
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£Groups pane.

Group

Name is the name of the group. PerfectTablePlan will attempt to guess a
reasonable name from the names of the members when the group is created, but

you can change this at any time.

Notes is for any general notes relevant to everyone in the group. Click on Stamp
>> to add a time and date stamped comment to the top of the Notes.

Note You can easily change the group of a guest by dragging them from one group
to another in the #1Groups pane.

Contact

These fields store contact information for everyone in the group. This can be
useful for creating stationery, such as address labels.

Buttons

Click on the & £ B4 I buttons to display the properties of the first, previous,
next or last guest. The guests are ordered alphabetically.

Click OK to accept the changes and close the window. Click Apply to apply the
changes without closing the window. Click Cancel to discard the changes and close
the window. You will be warned if the guest has been edited to have the same
First Name, Last name and Title as an existing guest (unless you have disabled this
warning).

See also:

Add or remove dots at the end of titles

2.1.10.16 Image Properties window

Advanced and Professional editions only

© 2011 Oryx Digital Ltd



116 PerfectTablePlan

The =Ilmage properties window allows you to show/edit image propertles 1n
the ZEFloor Plan pane. To display this window select a single image in the &
Floor Plan pane and select Edit>#’Properties or the equivalent Main tool bar
button.

A preview of the currently selected image is displayed. You can drag and drop
a new image here, e.g. from Mac OS X Finder or a web browser.

If you have added other images to this plan you can select them from the
Select image drop-down list.

Click on the Browse... button to select an image file to load. PNG, JPEG and
BMP image file formats are supported.

Name is the name of the original image file.

Pixels is the size of the image in pixels (the preview may be displayed smaller
in this window).

Set the Size field(s) to the dimensions of the image as it appears in the floor
plan. Note that the image preview will not change.

Check Constrain proportions to display the image with the same width:height
proportions (aspect ratio) as the image.

Set the Units drop-down list to your preferred units.

Set Angle to the rotation angle of the image on the floor plan. Note that the
image preview will not change.

Notes can be used to store any relevant notes for the image. Click on Stamp
>> to add a time and date stamped comment to the top of the Notes.

The image data is stored inside your plan file, so you can move the plan file to
another computer without losing your image data.

Click OK to accept the changes and close the window. Click Apply to apply the
changes without closing the window. Click Cancel to discard the changes.
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2.1.10.17 Import window

The “Blimport window allows you to choose a type of file to import. To display this
window select File>#llmport or the equivalent Insert tool bar button.

See also:
Importing

Import Data window

Importing guests from Apple Address Book

Importing guests from Excel files

Importing guests from text and CSV files

Importing guests from vCards

Importing guest details from Facebook

2.1.10.18 Import Data window

The “Bllmport Data window allows you to import data into your plan from other
applications, for example from an CSV or text file. This can save you a lot of
typing. To display this window select File>+# Import... or the equivalent Insert
tool bar button. The “Bllmport window will be displayed. Select CSV/text file and
click OK. An Open window will be displayed. Select the file you wish to import.
The “#ilmport Data window will be displayed.

Note PerfectTablePlan cannot read Excel files on Mac OS X, you will have to

convert it to a .csv which PerfectTablePlan can read. Renaming a file from .xls/.
xlsx to .csv will not work.

Mapping imported columns to guest properties

Setting up common titles will often help PerfectTablePlan to make better sense of
the data you are importing. Click on the Titles button to set your title preferences.

Select File type to import a pre-defined file type. Select custom to define your
own. Click on the [# button to show more options.
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Map imported columns to guest properties shows you how the file data will be
imported, including the effects of various options described below.

If you have selected the File type as custom you need to tell PerfectTablePlan
which columns in the import file correspond to which guest properties. Select from
the drop-down lists at the top of each column to do this. For example column 1
might correspond to the guest title, column 2 column to the guest last name and
the column 4 column to the guest meal choice. Leave the drop-down list as
<ignore> to ignore the contents of a column.

Map imparted columns to guest properties

i ] column 2 column 3 colupin 4 __‘j
proper [Tlﬂe{s} - -ILast name(s) - -[{ignore:b - ]Gru:uup
row 1 W [Smith | [beef
? row 2 Miss Brown figh
row 3 Mr Brown figh
row 4 Mrs Brown beef

Empty lines in your import file are ignored.
If you have multiple guests in one row or the title, first name or last name are not

in separate columns, PerfectTablePlan will do it's best to unravel them. For
example it can handle all the following:

Map imported columns to guest properties

column 1 column 2 column 3 column 4
? property |Fu|| name(s) - |T|t|e(s} - |First name(s) - |Last name(z) i
z  |row 1 Mr and Mrs Kennedy
§ row 2 Mr +Mrs John + Jane Goldman 3
i row 3 Mr & Miss Kevin &Hannah Bates, Muller

row 4 Mr & Mrs Arthur Brown

row 5 K Brown, H Jones

row 6 Mr Digby A Dashing-Smythe and Miss Kate Marlow-Henley
row 7 Andrew, Beryl & Cloe Cooper

135mith +1

row 8

If title is imported, but not gender or age, the import will attempt to guess the
gender or age from the title using the titles set in the ¥ Preferences window.
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Note You can edit information in the table. This will change the information
imported, but not affect the contents of the file you are importing. Make sure you
press Enter to confirm any edits before clicking on Apply or OK.

Text is imported directly except for Gender, Age, VIP and RSVP, which are based
on the values below:

Column Values

Gender Text must start with:

e F or 'f for a female

e ‘M or 'm' for male

otherwise the guest is imported with unknown gender
Age Text must start with:

e 'C' or 'c’ for a child

otherwise the guest is imported as an adult
VIP Text must start with:

o'V, 'V, Yor'y foraVIP

otherwise the guest is imported as an non-VIP
RSVP Text must start with:

'S'or 's' for sent

‘A 'a’, 'Y or 'y for accepted

'C' or 'c’ for cancelled

[ ]
)
a
=z
)
=
=]
-
o
=
a
)
2l
=
)
a
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Or be:

¢ Delivered' for sent, case unimportant (for integration with
pingg.com)

otherwise the RSVP status is unset.

You can easily edit any of these properties at a later point.

Advanced and Professional editions only

Importing custom fields

You can import custom fields as below:

Type Value

Yes/No 1" or text starting with 'y' or 't (not case sensitive)
imported as 'yes'

‘0" or text starting with 'n’ or 'f' (not case sensitive)
imported as 'no’

Otherwise set to default

Text imported

Valid whole numbers imported

Otherwise set to default

Currency Valid whole numbers or decimals numbers imported
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Otherwise set to default

Selection Allowed selections imported

Otherwise set to default

Tags Text imported

Saving mappings

If you create a new import mapping you will be given the option to save it for
use as a new File type. This will then be available the next time you import.

Importing groups
If you wish to import guests as couples, families and/or groups you need to:

1. have a group column in your input data

2. use the same name in the group column for each person in the couple, family or
group

3. make this column the group field during import

Map imported columns to guest properties

column 1 column 2 column 3

property  |First name(s) w |Last name(s) w |Group

row 1 John Smith Smith couple
row 2 Jane Smith Smith couple
row 3 Albert Brown Brown couple

row 4 Cynthia Brown Brown couple

If group consecutive guests with same last name is checked then consecutive
guests with the same last name will be added to the same group. This can be
useful for family events. This option is not available if you have set a group

© 2011 Oryx Digital Ltd



122

PerfectTablePlan

column.

You can choose the proximity to use for members of the same group from the
Proximity for guests in the same group drop-down list.

columns to guest properties

column 1 column 2

property |Fu|| name(s) - |Hum. guests -
row 1 Mr 1 Smith 2

The Num. guests field is the number of anonymous guests to be added to the
names imported. It can be from 0 to 999. For example, if the guest is "John Smith"
and Num. guests field is 2 the guests "John Smith” and 2 anonymous guests will be
added (all in the same group).

The Num. in group field is the total number of guests in the group, including any
named guests. It can be from 0 to 999. For example, if the guest is "John Smith"
and Num. in group field is 4 the guests "John Smith" and 3 anonymous guests will
be added (all in the same group). If Num. in group is less than the number of
named guests, it will be ignored.

Note You can set the Num. guests or Num. in group column, but not both.

You can easily change the grouping of guests later by dragging them to another
group in the 22Groups pane.

Professional edition only

Importing seating data

You can specify the guest table or table+seat during import. You must create
tables with the appropriate names and numbers of seats before you import
guests (the names of tables are not case sensitive).
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Map imported columns to guest properties

column 1 ‘lemn 2 column 3
property  |Full name(s) Table /Fow name -ISE.at number
row 1 Mr John Smith table 1 [
row 2 Mrs Jo Brown table 2

If the table cell is left is left blank the guest will not be assigned a seat.

Seats are numbered from 1 and proceed clockwise. If you specify just the table
or the seat cell is left blank, the guest will be assigned to the first empty seat,
starting with seat 1 and proceeding clockwise. Guests will not be assigned to
seats that are already assigned.

Note If Allow seat assignment with RSVP is not set to Any in the Preferences
window you will need to set the RSVP status of any guests to be assigned seats

to 'Accepted' during import or they cannot be assigned seats.

If you have problems you can ¥ Edit>Undo the import and try again.

Importing guest ids

Select ID to designate a column as containing the unique identifier for guests.
The identifier can be any unique string of characters of any length. The guest
will keep this identifier right through to saving or exporting the plan, even if

their name is changed. If you don't have an ID column guests will be assigned

unique identifiers by PerfectTablePlan.

Further options

Location shows the location of the import file. Click on the Browse... button to
change the file you wish to import.

Use Ignore first if you wish to ignore one or more rows in the file. Often the first
row is a header and you won't want to import it.

Use the Format drop-down list to choose whether the imported file is in CSV
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format or a custom format (e.g. columns separated by Tab characters). If you are
using a custom format, set Column separator and Row separator to the field and
record separators in the import file.

Check group consecutive guests with same last name if you want to
automatically assign consecutive guests with the same last name into the same
group. This option is not available if you have selected a group column.

Uncheck single guest per row if some rows might contain names of multiple guests
e.g. if you want to interpret "Mr & Mrs Smith" as separate guests "Mr Smith" and
“Mrs Smith".

Click on Add row to add an additional row to be input. This is useful if you want to
type in the data for additional guests. If a row is selected the new row will be
added below, otherwise it will be added to the end.

Click on Delete row to delete the currently selected row.

Click on Add column to add an additional column to be input. This is useful if you
want to type in some additional data for each guest, e.g. their gender or group. If
a column is selected the new row will be added to the right, otherwise it will be
added to the end.

Click on Split column(s)... to split one or more selected columns into multiple
columns. Click on Join columns... to join two or more selected columns into a

single column. See below for more details.

Click on Delete column to delete the currently selected column.

Splitting and joining columns

When you are importing it can be useful to split and join columns. For example you
might want to split a column in the format "name, company"” into two separate
columns "name” and "company”, so you can import them into separate fields in

PerfectTablePlan.

You can carry out multiple split and join operations to get the data into the
appropriate format.

To split, select on one or more columns you want to split and click on the Split
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column(s)... button. The Split Columns window will appear.

To join, select two to four columns you want to join and click on the Join
columns... button. The Join Columns window will appear.

Select multiple columns using Shift+click or 2£+Click.

Buttons

Click OK to import the data and close the window. Click Cancel to discard the
changes.

See also:
Importing

Quick Add Guests window

Importing guests from Apple Address Book

Importing guests from Excel files

Importing guests from text and CSV files

Importing guests from vCards

Importing guest details from Facebook

Example import formats

2.1.10.19 Information window

The @Information window allows you to show/edit general properties of the plan.
To display this window select File>@Information or the equivalent Main tool bar
button.

Event allows you to enter a brief description of the event.

Venue allows you to enter a brief description of the event location.

Date allows you to enter the date of the event. The date format conforms to your
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system locale. For example if you have set your locale to the USA you should see
MM/DD/YYYY format dates and if you have set your local to the UK you should see
DD/MM/YYYY format dates. You can change your locale through the operating
system. You need to restart PerfectTablePlan after changing the locale to see the
effect.

Days remaining shows the number of days remaining until the event.
Notes is for general notes on the event.

Click OK to accept the changes and close the window. Click Cancel to discard the
changes.

2.1.10.20 Insert Couple window

The #iInsert Couple window allows you to enter details for a couple. To display
this window select Insert>22iGuest couple or the equivalent Insert tool bar button.

Note Guests added as a couple will share the same contact details. If this isn't
appropriate add them as individual guests with Insert> A Single Guest instead.

Guests

Check Anon if you don't know the name of the guest. The guest below will also be
set to anonymous by default.

Title is the guest's title. You can type the title or select it from existing choices in
the drop-down list. Once you have typed it in once, it will be available to select
next time you create a guest in this plan. You can also add standard titles in the &
Preferences window.

First name is the guest's first (given) name. You can also add middle names here.

Last name is the guest’s last (family) name. For convenience, the last name of the
second guest is set to the same as the last name of the first guest, but you can
change this at any time.

Suffix can be used for anything that appears after the guest's name, such as a: job
title (e.g. 'Director of sales’), role (e.g. '‘Master of ceremonies’), qualification (e.g.
'BSc’) or post-nominal title (e.g. 'OBE").
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Note The Title, First name, Last name and Suffix will be automatically capitalised
(e.g. mr john smith converted to Mr John Smith) if you have checked
automatically capitalise names in the General tab of the & Preferences window.

Display name is the name in the format you want to display it, e.g. Mr John
Smith Phd, Master of Ceremonies. PerfectTablePlan will try to construct a
sensible display name from the Title, First name, Last name and Suffix, but you
can change this at any time. See names and titles for more details.

Gender is the gender of the guest. This can be useful information when assigning
seats. The automatic assignment will endeavour to alternate men and women
where it can (unless you have disabled this in the wfPreferences window).
PerfectTablePlan will try to set the gender from the Title where it can, but you
can change this at any time.

Age is the age of the guest, adult or child. Typically a child is anyone under the
age of 16. This can be useful information when assigning seats. PerfectTablePlan
will try to set the age from the Title where it can, but you can change this at any
time.

Meal is the meal choice for a guest. You can type the meal choice or select it from
existing choices in the drop-down list. Once you have typed it in once, it will be
available to select next time. If you have a choice of more than one course you
should enter the courses separated by commas, e.g. soup,fish,flan, the ZReport
pane will then show a total for each course separately.

Special req. is any special requirements the guest has, for example: nut allergy,
elderly or in a wheel chair. Once you have typed it in once, it will be available to
select next time. If there is more than one special requirement they should be
separated by commas, the X Report pane will then total each separately.

Notes is for any general notes relevant to the guest. This can be used to store any
other relevant information. Click on Stamp >> to add a time and date stamped
comment to the top of the Notes.

Check VIP if the guest is an important guest, for example a guest of honour or a
member of a wedding party. The automatic assignment will take special care
assigning their seat, trying to assign them to a VIP table if there is one.

Select the RSVP status according to whether an invite has been sent, accepted,
declined or cancelled.
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Note You need to scroll down using the scroll bar to fill out all the details for the

other guest in the couple.

All fields are optional, except that each guest must have either a First name or a
Last name.

Advanced and Professional editions only

You can add your own custom fields.

A couple will automatically be given proximity ©“?Next to. You can change this at
any time in the “?Proximity pane.

Group
Select create new if you wish these guests to be the only members of a new group.
Select add to existing and select a group if you wish these guests to be added to

an existing group.

Name is the name of the group. PerfectTablePlan will try to construct a display
name from the names of the couple, but you can change this at any time.

Notes is for any general notes relevant to the group. This is shared by all members
of the group. Click on Stamp >> to add a time and date stamped comment to the

top of the Notes.

Note You can easily change the group membership of a guest later by dragging
them from one group to another in the 22Groups pane.

Contact

This tab contains contact details for all members of the group. This information is
optional.

Contact data is shared by all members of the group.
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Buttons

Click Add to accept the changes and close the window. You will be warned if you
are adding a guest with the same First Name, Last name and Title as an existing
guest (unless you have disabled this warning). Click Cancel to discard the changes.

2.1.10.21 Insert Family window

The ZiInsert Family window allows you to enter details for a family with two or
more members. To display this window select Insert>24Guest family or the
equivalent Insert tool bar button.

Note Guests added as a family will share the same group notes and contact details.

If this isn't appropriate add them as individual guests with Insert> 2 Single Guest
instead.

Guests

Members is the number of members in the family. You can set this to O to create
an empty group.

Check Anon if you don't know the name of the guest. Guests below will also be set
to anonymous by default.

Title is the guest's title. You can type the title or select it from existing choices in
the drop-down list. Once you have typed it in once, it will be available to select
next time you create a guest in this plan. Titles can also be configured in the
Preferences window.

First name is the guest's first (given) name(s).
Last name is the guest's last (family) name(s).

Suffix can be used for anything that appears after the guest's name, such as a: job
title (e.g. 'Director of sales’), role (e.g. '‘Master of ceremonies’), qualification (e.g.
'BSc’) or post-nominal title (e.g. 'OBE").

Note The Title, First name, Last name and Suffix will be automatically capitalised
(e.g. mr john smith converted to Mr John Smith) if you have checked
automatically capitalise names in the General tab of the & Preferences window.
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Display name is the name in the format you want to display it, e.g. Mr John
Smith Phd, Master of Ceremonies. PerfectTablePlan will try to construct a
sensible display name from the Title, First name, Last name and Suffix, but you
can change this at any time. See names and titles for more details.

Gender is the gender of the guest. This can be useful information when assigning
seats. The automatic assignment will endeavour to alternate men and women
where it can (unless you have disabled this in the ®fPreferences window).
PerfectTablePlan will try to guess the gender from the Title where it can, but you
can change this at any time.

Age is the age of the guest, adult or child. Typically a child is anyone under the
age of 16. This can be useful information when assigning seats. PerfectTablePlan
will try to set the age from the Title where it can, but you can change this at any
time.

Meal is the meal choice for a guest. You can type the meal choice or select it from
existing choices in the drop-down list. Once you have typed it in once, it will be
available to select next time. If you have a choice of more than one course you
should enter the courses separated by commas, e.g. soup, fish,flan, the X
Report pane will then show a total for each course separately.

Special req. is any special requirements the guest has, for example: nut allergy,
elderly or in a wheel chair. Once you have typed it in once, it will be available to
select next time. If there is more than one special requirement they should be
separated by commas, the ZReport pane will then total each separately.

Notes is for any general notes relevant to the guest. This can be used to store any
other relevant information. Click on Stamp >> to add a time and date stamped
comment to the top of the Notes.

Check VIP if the guest is an important guest, for example a guest of honour or a
member of a wedding party. The automatic assighnment will take special care
assigning their seat, trying to assign them to a VIP table if there is one.

Select the RSVP status according to whether an invite has been sent, accepted,
declined or cancelled.

Note You need to scroll down using the scroll bar to fill out all the details for the

other guests in the family.
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All fields are optional, except that each guest must have either a First name or a
Last name.

Advanced and Professional editions only

You can add your own custom fields.

If the first two guests in a family are adults of opposite gender they will
automatically be given proximity “?Next to each other. The rest of the members
of the family with be given proximity ““Near to each other. You can change this at
any time in the “?Proximity pane.

Group
Select create new if you wish these guests to be the only members of a new group.
Select add to existing and select a group if you wish these guests to be added to

an existing group.

Name is the name of the family group. PerfectTablePlan will try to construct a
display name from the names of the family, but you can change this at any time.

Notes is for any general notes relevant to the family group. This is shared by all
members of the family group. Click on Stamp >> to add a time and date stamped

comment to the top of the Notes.

Note You can easily change the group membership of a guest later by dragging
them from one group to another in the 22Groups pane.

Contact

This tab contains contact details for all members of the family group. This
information is optional.

Contact data is shared by all members of the group.
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Buttons

Click Insert guest to add another guest. Click Delete guest to delete the last
guest.

Click Add to accept the changes and close the window. You will be warned if you
are adding a guest with the same First Name, Last name and Title as an existing
guest (unless you have disabled this warning). Click Cancel to discard the changes
and close the window.

2.1.10.22 Insert Image window

Advanced and Professional editions only

The [Einsert image window allows you to add images to the Z:Floor Plan pane
. These images can be useful for adding logos, crests, decorative features and
floor plan items that are not well represented by shapes. To display this
window click the FInsert image button at the top of the Z:Floor Plan pane.

A preview of the currently selected image is displayed (if any). You can drag
and drop a new image here, e.g. from Mac OS X Finder or a web browser.

If you have already added images to this plan you can select them from the
Select image drop-down list.

Click on the Browse... button to select an image file to load. PNG, JPEG and
BMP image file formats are supported.

Name is the name of the original image file.

Pixels is the size of the image in pixels (the preview may be displayed smaller
in this window).

Set the Size field(s) to the dimensions of the image as it appears in the floor
plan. Note that the image preview will not change.

Check Constrain proportions to display the image with the same width:height
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proportions (aspect ratio) as the image.
Set the Units drop-down list to your preferred units.

Set Angle to the rotation angle of the image on the floor plan. Note that the
image preview will not change.

Notes can be used to store any relevant notes for the image. Click on Stamp
>> to add a time and date stamped comment to the top of the Notes.

Click Add to accept the changes and close the window. Click Cancel to discard
the changes.

Note The new image will be placed automatically in the %&Floor Plan pane. It

will attempt to place it in a space near the centre of the room. You can then
drag it to the appropriate position.

The image data is stored inside your plan file, so you can move the plan file to
another computer without losing your image data.

You can change any of the image properties at a later point using the ““Image
Properties window.

2.1.10.23 Insert Group window

The “Insert Group window allows you to enter details for a group with two or
more members. This is useful for quickly adding a group of friends or work
colleagues. To display this window select Insert>**Guest Group or the equivalent
Insert tool bar button.

Note Guests added as a group will share the same group notes and contact details.

If this isn't appropriate add them as individual guests with Insert> 2 Single Guest
instead.

Guests

Members is the number of members in the group. You can set this to 0 to create
an empty group.
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Check Anon if you don't know the name of the guest. Guests below will also be set
to anonymous by default.

Title is the guest's title. You can type the title or select it from existing choices in
the drop-down list. Once you have typed it in once, it will be available to select
next time you create a guest in this plan. Titles can also be configured in the &
Preferences window.

First name is the guest's first (given) name(s).
Last name is the guest’s last (family) name(s).

Suffix can be used for anything that appears after the guest's name, such as a: job
title (e.g. 'Director of sales’), role (e.g. '‘Master of ceremonies’), qualification (e.g.
'BSc’) or post-nominal title (e.g. 'OBE").

Note The Title, First name, Last name and Suffix will be automatically capitalised
(e.g. mr john smith converted to Mr John Smith) if you have checked
automatically capitalise names in the General tab of the & Preferences window.

Display name is the name in the format you want to display it, e.g. Mr John
Smith Phd, Master of Ceremonies. PerfectTablePlan will try to construct a
sensible display name from the Title, First name, Last name and Suffix, but you
can change this at any time. See names and titles for more details.

Gender is the gender of the guest. This can be useful information when assigning
seats. The automatic assignment will endeavour to alternate men and women
where it can (unless you have disabled this in the ®fPreferences window).
PerfectTablePlan will try to guess the gender from the Title where it can, but you
can change this at any time.

Age is the age of the guest, adult or child. Typically a child is anyone under the
age of 16. This can be useful information when assigning seats. PerfectTablePlan
will try to set the age from the Title where it can, but you can change this at any
time.

Meal is the meal choice for a guest. You can type the meal choice or select it from
existing choices in the drop-down list. Once you have typed it in once, it will be
available to select next time. If you have a choice of more than one course you
should enter the courses separated by commas, e.g. soup,fish,flan, the ZReport
pane will then show a total for each course separately.
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Special req. is any special requirements the guest has, for example: nut allergy,
elderly or in a wheel chair. Once you have typed it in once, it will be available to
select next time. If there is more than one special requirement they should be
separated by commas, the ZReport pane will then total each separately.

Notes is for any general notes relevant to the guest. This can be used to store any
other relevant information. Click on Stamp >> to add a time and date stamped
comment to the top of the Notes.

Check VIP if the guest is an important guest, for example a guest of honour or a
member of a wedding party. The automatic assighment will take special care
assigning their seat, trying to assign them to a VIP table if there is one.

Check Accepted invite if the guest has responded to say that they will definitely
be attending. Leave it unchecked if you aren't sure.

Note You need to scroll down using the scroll bar to fill out all the details for the

other guests in the group.

All fields are optional, except that each guest must have either a First name or a
Last name.

Advanced and Professional editions only

You can add your own custom fields.

All the members of the group with be given proximity ““Near to each other. You
can change this at any time in the “?Proximity pane.

Group

Select create new if you wish these guests to be the only members of a new group.
Select add to existing and select a group if you wish these guests to be added to
an existing group.

Name is the name of the group. PerfectTablePlan will try to construct a display
name from the members of the group, but you can change this at any time.
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Notes is for any general notes relevant to the group. This is shared by all members
of the group. Click on Stamp >> to add a time and date stamped comment to the
top of the Notes.

Note You can easily change the group membership of a guest later by dragging
them from one group to another in the 22Groups pane.

Contact

This tab contains contact details for all members of the group. This information is
optional.

Contact data is shared by all members of the group.

Buttons

Click Insert guest to add another guest. Click Delete guest to delete the last
guest.

Click Add to accept the changes and close the window. You will be warned if you
are adding a guest with the same First Name, Last name and Title as an existing
guest. Click Cancel to discard the changes and close the window.

2.1.10.24 Insert Guest window

The Alnsert Guest window allows you to enter details for a single guest. To
display this window select Insert> 2 Single Guest or the equivalent Insert tool bar
button.

Note A single guest is created as the only member of their own group. To add a
guest to an existing group select add to existing in the Group tab.

Guest
Check Anon if you don't know the name of the guest.

Title is the guest’s title. You can type the title or select it from existing choices in
the drop-down list. Once you have typed it in once, it will be available to select
next time you create a guest in this plan. Titles can also be configured in the
Preferences window.
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First name is the guest's first (given) name(s).
Last name is the guest's last (family) name(s).

Suffix can be used for anything that appears after the guest's name, such as a: job
title (e.g. 'Director of sales’), role (e.g. '‘Master of ceremonies’), qualification (e.g.
'BSc’) or post-nominal title (e.g. 'OBE").

Note The Title, First name, Last name and Suffix will be automatically capitalised

(e.g. mr john smith converted to Mr John Smith) if you have checked
automatically capitalise names in the General tab of the ¥ Preferences window.

Display name is the name in the format you want to display it, e.g. Mr John
Smith Phd, Master of Ceremonies. PerfectTablePlan will try to construct a
sensible display name from the Title, First name, Last name and Suffix, but you
can change this at any time. See names and titles for more details.

Gender is the gender of the guest. This can be useful information when assigning
seats. The automatic assighment will endeavour to alternate men and women
where it can (unless you have disabled this in the ®fPreferences window).
PerfectTablePlan will try to guess the gender from the Title where it can, but you
can change this at any time.

Age is the age of the guest, adult or child. Typically a child is anyone under the
age of 16. This can be useful information when assigning seats. PerfectTablePlan
will try to set the age from the Title where it can, but you can change this at any
time.

Meal is the meal choice for a guest. You can type the meal choice or select it from
existing choices in the drop-down list. Once you have typed it in once, it will be
available to select next time. If you have a choice of more than one course you
should enter the courses separated by commas, e.g. soup, fish,flan, the Z
Report pane will then show a total for each course separately.

Special req. is any special requirements the guest has, for example: nut allergy,
elderly or in a wheel chair. Once you have typed it in once, it will be available to
select next time. If there is more than one special requirement they should be
separated by commas, the ZReport pane will then total each separately.

Notes is for any general notes relevant to the guest. This can be used to store any
other relevant information. Click on Stamp >> to add a time and date stamped
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comment to the top of the Notes.
Check VIP if the guest is an important guest, for example a guest of honour or a
member of a wedding party. The automatic assignment will take special care

assigning their seat, trying to assign them to a VIP table if there is one.

Select the RSVP status according to whether an invite has been sent, accepted,
declined or cancelled.

All fields are optional, except that a guest must have either a First name or a Last
name.

Advanced and Professional editions only

You can add your own custom fields.

Group
Select create new if you wish this guest to be the only member of a new group.
Select add to existing and select a group if you wish this guest to be added to an

existing group.

Name is the name of the group. The software will try to construct a display name
from the name of the guest, but you can change this at any time.

Notes is for any general notes relevant to the group. This is shared by all members
of the group. Click on Stamp >> to add a time and date stamped comment to the
top of the Notes.

Note You can easily change the group membership of a guest later by dragging
them from one group to another in the 22Groups pane.

Contact

This tab contains contact details for the guest. This information is optional.
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Buttons

Click Add to accept the changes and close the window. You will be warned if you
are adding a guest with the same First Name, Last name and Title as an existing
guest (unless you have disabled this warning). Click Cancel to discard the changes.

2.1.10.25 Insert Shape window

The ®Insert Shape window allows you to add shapes to the #%Floor Plan pane.
These shapes can be useful for representing dance floors, stages, walls and other
floor plan features. To display this window click the ®sInsert Shape button at the
top of the &:Floor Plan pane.

Name is the name of the shape (optional).

Click the Font... button to set the font for the name.

Click the Name colour button to set the colour for the shape name text.
Set the Shape drop down list to the desired shape.

Set Angle to the rotation angle of the shape.

Use the Inside colour drop-down list and colour button to set a solid colour or
colour gradient for the inside of the shape.

Use the Outside colour button to set a colour for the outside of the shape.
Set the Size field(s) to the dimensions of the shape.
Set the Units drop-down list to your preferred units.

Notes can be used to store any relevant notes for the shape. Click on Stamp >> to
add a time and date stamped comment to the top of the Notes.

Click Add to accept the changes and close the window. Click Cancel to discard the
changes.

Note The new shape will be placed automatically in the :5Floor Plan pane. It will
attempt to place it in a space near the centre of the room. You can then drag it to
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the appropriate position.

You can change any of the shape properties (including the name and shape type) at
a later point using the Shape properties window.

2.1.10.26 Insert Table window

The Insert Table window allows you to create one or more tables. To display this
window select Insert>ZZRectangular Table, Insert>#*Banquet Table, Insert>¢"
Head Table, Insert>: "Custom Table, Insert>"ICircular Table, Insert>L"
Semi-Circular Table, Insert>!lOval table, Insert>.Row Seats or the equivalent
Insert tool bar button.

Name is the name of the table. The software will choose a unique name for you,
but the names don't have to be unique and can be blank. To display the table name
as 2 lines, with the second line in italics use a ** separator, for example:

Table 1
Head table

: fﬁ Table properties

Table 1**Head table

[ #" head - ]

Select solid or gradient and click the colour/gradient button to choose the colour/
gradient of the table in the %:Floor Plan and "ITable Plan panes. This overrides
any table colour set for the pane. Click Default to set the table colour back to the
default.

Shape is the shape of the table. The available table shapes are:

Table Icon Meaning

Rectangular Q a rectangular or square
table with seats on four
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sides

Banquet @@@ a long table with seats on
two sides

Head 2 a long table with seats on

only one side, for
example a head (top)
table at a wedding or

banquet
Custom % a rectangular or square
o table with potentially

different numbers of
seats on each of the 4

sides
Circular ¢ a circular table with seats
L o all around it
Semi-circular @9 a semi-circular table with
¢ seats around the straight

side and/or curved sides

Oval % an elliptical table with
9o seats all around it
Row of seats @e}@' a row of seats (no table)

Seats is the number of seats. For a circular, oval or head table or a row of seats
you specify the total number of seats. For a banquet table you specify the number
of seats across. For a rectangular table you specify the number of seats across and
the number of seats down. For a semi-circular table you specify the number of
seats across and around. For a custom table you specify the number of seats on
each of the 4 sides.

Note For a square table create a rectangular table and set the number of seats
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across and down the same. You can specify a table with no seats for a cake, gift or
serving table - it will not be shown in the ££Table Chart pane.

Advanced and Professional editions only

You can change the seat numbering:

e If you set Seat numbers to sequential you can change the number of the
first seat and whether the seats are ordered clockwise or anti-clockwise.

o If you set Seat numbers to custom you can change them to anything you like
(including letters or names) in the Custom seat numbering window.

Set the Guests drop-down to Seat number at the top of the £:Floor Plan or I
Table Plan panes to see seat numbers in these panes.

Size is the size of the table. Check the auto check box to automatically size the
table according to the number of seats and the seat size (as set in the L
Dimensions window). Uncheck the auto check box to set your own table size.

Note The automatic table size is calculated to avoid gaps and overlaps between

seats, partly on aesthetic grounds. Click here to find out about ‘industry standard'
table sizes.

If you have a circular table bigger than the auto size you can uncheck space seats
evenly to group all the seats together. This is useful for 'sweetheart' or ‘cabaret’
style seating.

VIP is used to designate tables for VIPs to sit at. The automatic assignment will
attempt to seat VIPs on VIP tables.

Notes can be used to store any relevant notes for the table, e.g. details of table
decorations. Click on Stamp >> to add a time and date stamped comment to the
top of the Notes.

Create can be used to create more than one table at a time. The text alongside
tells you how many seats will be available after the new tables have been created.
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Click Add to accept the changes and close the window. Click Cancel to discard the
changes.

Note The new table(s) will be placed automatically in the %%Floor Plan pane. It
will attempt to place them in spaces near the centre of the room. You can then
drag them to the appropriate position.

You can change any of the table properties (including the name and shape) at a
later point using the Table Properties window.

2.1.10.27 Insert Text window

The TInsert Text window allows you to add text to the Z:Floor Plan pane. This
text can be used for titles, headers, footers and captions. To display this window
click the T'Insert Text button at the top of the :Floor Plan pane.

Text is the content of the text.

Set Angle to the rotation angle of the text.

Click the Font... button to set the font for the text.
Use the Colour button to set a colour for the text.

Click Add to accept the changes and close the window. Click Cancel to discard the
changes.

Note The new text will be placed automatically in the £:Floor Plan pane. It will
attempt to place it in a space near the centre of the room. You can then drag it to
the appropriate position.

You can change any of the text properties at a later point using the T Text
Properties window.

2.1.10.28 Join Columns window

The Join Columns window allows you to join columns of data in the Import Data
window. This can be very useful for modifying input data into an appropriate
format to import into PerfectTablePlan. To display this window click on the Join
columns... button in the Import Data window (you may need to click the = button
to make the Join columns.. button visible).
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Set the order to the order you wish to join the column(s) in.
Set the separator to the text you wish to join the columns with.
Select ignoring empty cells to ignore empty cells.

Click OK to join the columns and close the window.

Click Cancel to discard the changes.

Joining creates a hew column to the right of the columns being joined. The new
column is selected. The original columns are not changed.

You can carry out as many split and join operations as you need to get your data
into appropriate columns.

See also:

Split columns window

2.1.10.29 Licence window

The @ Licence window allows you to enter your licence key. To display this
window select ' Licensing>Licence.

Your licence status is displayed. If the software is unlicensed you will only be able
to save, export or print plans with 30 or less guests.

If you have a licence key copy and paste it into the Key field by clicking the Paste
key button or using the £+V shortcut. The key will only be comprised of the
number characters 0-9 and the alphabetic characters a-f. Dash (-) and space
characters are optional and are ignored.

Click Buy licence key now to purchase a licence key on-line (an Internet
connection is required).

Click Upgrade V3 to V4 if you have a version 3 key and wish to upgrade to version
4,

Click Upgrade edition to upgrade to a higher edition of PerfectTablePlan.
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Click Subscribe to newsletter to go to a web page where you can subscribe to our
occasional newsletter. The newsletter includes details of new releases of
PerfectTablePlan.

Click Paste key to paste from the clipboard into the Key field.

Click troubleshoot licence problems to go to our Frequently Asked Questions web
page.

Click resend licence key to go to our key retrieval page.
Click more details on licensing to go to our licensing web page.

Click OK to enter the licence key. If you have entered a new key you will be
notified of whether the key is valid or not.

Click Cancel to discard the changes.
See also:
Licensing

2.1.10.30 Most Recently Accessed window

The [ZIMost Recently Accessed window is a convenient way to open plans that you
have been recently opened or saved, rather than having to search your computer
for them. To display this window select File>(:10pen Recent... or click on the
equivalent Main tool bar button.

Plan files are shown in the order they were last opened/saved (most recent at the
top). You can click on the column headers to sort them. The Last modified time is
shown in ISO format (YYYY-MM-DDTHH:MM:SS).

To display this window every time you start PerfectTablePlan select Show this
window from the At start-up drop-down list. It will only be displayed at start-up if
there is at least one file in the list and a file has not already been loaded (e.g. by
double clicking on a plan file to start PerfectTablePlan).

To open a plan file select it in the list and click the Open button or double click on
the plan file. To close the window without opening a plan click the Cancel button.
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See also:

Find Plan Files window

2.1.10.31 Numbers and Budget window

The E Numbers and Budget window allows you to estimate approximate number
of guests attending and costs. To display this window select File>Numbers and
Budget or the equivalent Main tool bar button.

Fixed allows you to enter the fixed cost of the event, regardless of the number of
guests, e.g. venue and band hire cost.

Per child allows you to enter the cost of the event per child, e.g. the food and
drink cost per child.

Per adult allows you to enter the cost of the event per adult, e.g. the food and
drink per adult.

Set the Chance of attending to values that you feel reflect the probability of
guests attending, depending on their RSVP status. For example, set ¥ Accepted to
95% if you think guests who have accepted their invitation are 95% likely to attend.

The Guests column shows the number of guests for each RSVP status.

The Sub total column shows the estimated number of guests attending for each
RSVP status.

Estimated guests is an estimate of the number of guests attending (rounded to the
nearest whole number). For example, if you have 10 guests 0% likely to attend, 10
guests 10% likely to attend, 10 guests 95% likely to attend andEl 5 guests 100%
likely to attend the estimated number of guests is 16 ( 10 x 0% + 10 x 10% + 10 x
95% + 5 x 100%). Due to rounding the total number of guests may not be the same
as estimated adults + estimated children.

Estimated cost is derived from the cost data provided and the estimated number
of guests.

Obviously the results are only as accurate as the data you provide.

Note You can easily change guest RSVP status in the 2 Guests pane.
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Click OK to accept the changes and close the window. Click Cancel to discard the
changes.

2.1.10.32 Preferences window

The ®Preferences window allows you to change the behaviour of the software
according to your preferences. Changes apply to all plans edited by the current
user henceforth, not just the current plan. To display this window select
PerfectTablePlan>Preferences.

Edition

There are 3 different PerfectTablePlan products (editions). Each edition is aimed
at a different type of user. When you enter your licence key in the Licence
window this will set PerfectTablePlan to the edition you have purchased. But, if
you are using the trial version of PerfectTablePlan, you can choose any of the 3
editions to try. You can also try a different edition to the one you have purchased
(for example you can try the Advanced edition, even if you have only purchased
the Home edition) but your licence key will be invalid until you revert to the
correct edition.

Note You may lose data if you change the edition. For example, if you change from
Advanced edition to Home edition any custom fields will be deleted. You may
therefore wish to save your plan before changing edition.

Click Compare editions to find out more about the different editions of
PerfectTablePlan.

General

Check automatically capitalise names to automatically capitalise guests titles,
first names and last names as they are typed (e.g. convert mr john smith
automatically to Mr John Smith).

Check show tool tips to display helpful tool tips when you hover the mouse over
controls and over tables and seats in the ==Floor Plan pane and " Table Plan pane

Check large toolbar icons to display tool bar icons as 32x32 pixels, otherwise they
will be displayed 24x24 pixels.
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Check tool bar text to show text under each tool bar icon.

Check hide new/open/recent/save tool bar icons to hide the tool bar buttons for
basic actions. Even if this box is unchecked the buttons will only be shown in some
contexts, depending on the View>User interface and Task bar settings.

Check export image as large as possible to make ==Floor Plan or JITable Plan
images created by exporting as large as possible (each seat up to 300 pixels across,
depending on the amount of memory available). If this box is unchecked images
will be exported/copied as standard size (each seat up to 100 pixels across,
depending on the amount of memory available). The maximum size of image
exported is 4096x4096 pixels, regardless of whether this box is checked. Export to
PDF format if you want higher resolution.

The At start-up drop-down list allows you to choose how to open plan files at start-
up. If you wish to open the most recently accessed plan each time you start
PerfectTablePlan, select Open last plan. If you wish to show the Most Recently
Accessed window each time you start PerfectTablePlan, select Open 'Most recent’

window. If you wish to start with a new empty plan, select Don't open anything.

Select User interface style according to whether you want to use the newer
‘unified’ style, with a merged toolbar and titlebar for the Main window. The
‘unified’ style is only available for Mac OS X 10.4 and later.

N

i
K
i
!
;
|
!

Standard style

.

ana

L Guests 2. Proximity

T P

o

AU i

Unified style

Set New table name format according to how you would like new tables to be
named. See below for examples. You can rename the tables at any point using the
Table Properties window.
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Example table name format Example table names

Table {next_table_numj} “Table 1”, “Table 2”, “Table 3”
{next_table_numj} “17) 92”437

table “table” , “table”

Use New seat row name format to set the default name for rows of seats. Similar
to above, but using {next_row_num} to substitute in the number of the next row.

Use Anonymous guest name format to set the name format for anonymous guests.

Set Export/copy image margin to the % margin you want around =:Floor Plan or X
Table Plan images created by exporting or copying to the clipboard.

Select Floor/Table Plan pane mouse wheel behaviour according to whether you
want the mouse wheel to zoom in, zoom out or scroll down when you move the
mouse wheel backwards in the ==Floor Plan pane and ITable Plan pane . Hold
down the 3£ key while moving the mouse wheel to get the opposite (zoom->scroll,
scroll->zoom) behaviour.

Select Allow seat assignment with RSVP according to which RSVP statuses you
wish to allow guests to be assigned with. Changing this the selection can cause
guests to be unassigned from their seats if their RSVP status is incompatible with
the new setting.

Select Automatically check for software updates depending on how frequently
you wish to check online for updates to PerfectTablePlan.

Auto assign

Select according to guest proximity if you want to the auto seating to assign
guests according to the proximities set in the “’Proximity pane. Select randomly
to assign guests to seats completely randomly (this may be useful for some types of
events).

Select seconds if you wish the automatic assignment to stop after the specified
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number of seconds. We recommend at least 30 seconds. If you have a lot of guests
or a very slow PC you may have to increase this time considerably.

Select attempts without improvement if you wish the automatic assignment to
stop after a specified number of attempts without improvement. We recommend
you allow at least 10 attempts. If you set this number very high and have a lot of
guests or a very slow PC the automatic assignment may run for a long time.

Select whichever happens first to stop when either of the above criteria is met,
e.g. the automatic assignment has run for x seconds or y attempts without an

improvement.

Note You can stop the automatic assignment at any time by pressing the Stop
button or the Esc key. This will keep the best assignment so far.

See automatic assighment for a discussion of automatic assignment times.

Check alternate males and females if you want the automatic assignment to try to
alternate males and females around each table (e.g. M-F-M-F-M-F...).

Titles

Titles that you add here will be available in the guest Title field for all plans. Add
titles appropriate to your usage, for example military ranks, Masonic ranks or non-
English titles.

Note This is intended for titles that come before the name, e.g. Dr, Herr, Colonel
etc. It is not intended for titles that come after the name (post-nominal). These
are best handled by adding them individually to the Display name field in the &
Guest Properties window.

You can also specify a default gender, age and VIP status. This is used when
inserting new guests. It is also used when importing to set guest gender, age and
VIP status (if not supplied) from their title.

Click #*Add to add a new title.

Click ¥ Delete to delete the selected title(s).

Click %Up to move the selected title(s) up one row.
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Click ¥Down to move the selected title(s) down one row.
Click #¥Sort to sort the titles alphabetically.
Click Import from plan to import titles from the current plan into the preferences.

Set Default couple to the titles you wish to use as the default when adding a
couple or family.

Terms

You can change words that appear in the Table Plan pane, Guest Chart pane and
Report pane here. For example, you might want to use the German "Tisch” instead
of the English "Table":

e T T el Vot il il il e i s k. st s ot i ol L A et . P e e e A1 |
Default term

To change which terms are shown, select from the Show terms for drop-down list.
To change a term just click on the appropriate term in the Change to column and
edit it. To restore all the terms to the default settings click the Reset defaults
button.

Note These changes only affect words inside panes. The user interface is currently
only available in English.

Back-ups
Check when saved to create a back-up file each time you save a plan.

Check on auto-assignment to create a back-up file each time you run an auto-
assignment.

Check automatically every to create a back-up file at the specified time interval.
The plan will only be backed-up if it has been changed during this time.

Warnings
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Check warn on delete guest or group to confirm each guest or group deletion.
Check warn on delete table to confirm each table deletion.

Check warn if auto assignment will re-assign guests to confirm each time the
automatic assignment will re-assign unlocked guests to new seats.

Check warn if guests have duplicate names to confirm adding a guest with the
same title, first name and last name as an existing guest.

Check warn if printing stationery to wrong page & size/orientation to warn when

printing stationery if the stationery page size or orientation does not match the
printer settings.

Buttons

Click OK to accept the changes. Click Cancel to discard the changes. Changes to
this window affect all plans.

2.1.10.33 Print window

The &Print window is displayed when you print the front pane in the Top pane. To
display this window select File>#Print or the equivalent Main tool bar button. You
can only print the Z%Floor Plan, [ITable Plan, ££Table Chart, Z2Guest Chart, .-
Stationery and X Report panes. The exact controls visible in the window will
depend on the type of pane being printed.

Change the Size field to change the size of the print out.
Click Fit to page to set the print size to fit on a single page.
Check Centre to centre the print on the page(s).

If you are printing across more than one page the Page control will be displayed.
Click on a page or one of the arrows to change the previewed page.
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w
The page navigation control

Click on the [#] button to show additional controls.

Change Horizontal fine adjust and Vertical fine adjust to make small adjustments
to the position of the printout on the page. This can be useful to ensure that multi-
page prints are correctly paginated (e.g. a line of text does not get split by a page
boundary).

Select [2llandscape or [s]lportrait to change the orientation of the print out.

Setup shows the current printer settings. Click the Setup button to select a
different printer, page size or set-up using the Print Setup window. You can also
change the number of pages to be printed through the Setup button, e.g. just print
the first 2 pages of 10.

See also:

Print to poster size

Export to PDF format

2.1.10.34 Print Setup window

The Print Setup window allows you to change printer settings. To display the Print
Setup window select File>Print Setup... or click the Setup... button in the &@Print
window.

Select a printer from the Printer drop-down menu.
Select a preset printer settings from the Presets drop-down menu.
Use Copies to set the number of copies you want to print.

Select Preview to change other printer settings, such as the page orientation.
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Click on the Print button to confirm the change to printer settings or Cancel to
abandon the changes (this button should be named OK, but it is a system window
and we are unable to change it).

See also:

Export to PDF format

2.1.10.35 Quick Add Guests window

The “Quick Add Guests window allows to quickly enter guest names in free text.
It is simpler (but less powerful) than importing. To display this window select
Insert>“Quick Add Guests or the equivalent Insert tool bar button.

Click on the Titles... button to set-up standard titles in the ®Preferences window
. This will help PerfectTablePlan make better guesses about how to split the text
correctly into titles, first names and last names and to guess gender.

Enter the names, one guest/couple/family/group per line and click Next. Some
examples of allowed formats are shown in the window.

Click Back to go back and make corrections to the text.
Click OK to add the guests to your plan.

Click Cancel to discard your changes.

2.1.10.36 Renumber/rename tables window

Professional edition only

The [ZiRenumber/rename table window allows you to quickly rename lots of
tables. To display this window click on the I button in the %%Floor Plan pane.

While the ZIRenumber/rename table window is displayed you can rename
tables by just clicking on them. The table will be renamed to the text in Table
name format with Next table number substituted for {next_table num}. E.
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g. if Table name format is Table #{next_table_num} and Next table
number is 10 clicking on a table will rename it to Table #10. Next table
number is incremented by 1 for each click.

Selecting Edit>¥"Undo will undo all the renumbering since the ZiRenumber/

rename table window was first displayed.

When the window is first opened Next table number is set to 1 and Table
name format is set to the value of New table name format in the General tab
of the wfPreferences window. You can reset these values by clicking the
corresponding Reset buttons.

2.1.10.37 Save Stationery Layout window

The EiSave Stationery Layout window allows you to save the layout of stationery
S0 you can use it again. It appears when you change the stationery layout in the E
Stationery Layout window.

Name is the name of the new stationery, e.g. "My address labels".

Manufacturer is the manufacturer of the stationery, e.g. "Office Depot”. You can
type or select from the list.

Type is the type of stationery, e.g. "Tent card”. You can type or select from the
list.

You need to supply a Name, Manufacturer and Type before you can save the
layout.

Click OK to save the stationery layout and close the window. You will be prompted
before overwriting an existing layout. Click Cancel to discard any changes and
close the window.

2.1.10.38 Select Gradient window

The FFSelect Gradient window allows you to define a simple linear gradient (a
smooth transition from one colour to another). The window appears when you edit
a gradient or change from a colour to a gradient.
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The Preview shows the gradient as currently selected.

The gradient transitions linearly from Gradient colour 1 to Gradient colour 2 in
the direction set by the Gradient direction dial.

Click OK to accept the changes and close the window. Click Cancel to discard the
changes.

2.1.10.39 Select Groups window

The Select Groups window allows you select as many groups as you like. It is
displayed when you set the For drop-down list to Selected... in the ==Guest Chart
or §.‘Stationery panes.

Unselected groups are shown in the left list. Selected groups are show in the right
list.

Click Add> to add the group(s) currently selected in the left list to your selection.
Click Add all>> to add all group(s) to your selection.

Click <Remove to add the group(s) currently selected in the left list to your
selection.

Click <<Remove all to add all groups(s) to your selection.

You Ctrl+click and/or Shift+click to select multiple groups. You can also double
click a group to move it from one list to another.

Click OK to accept the changes and close the window.

Click Cancel to discard the changes.

2.1.10.40 Select Guests window

The Select Guests window allows you select as many guests as you like. It is
displayed when you set the For drop-down list to Selected... in the ==Guest Chart
or 5. Stationery panes or the For drop-down list in the Export Data window.

Unselected guests are shown in the left list. Selected guests are show in the right
list.
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Click Add> to add the guest(s) currently selected in the left list to your selection.
Click Add all>> to add all guest(s) to your selection.

Click <Remove to add the guest(s) currently selected in the left list to your
selection.

Click <<Remove all to add all guests(s) to your selection.

You Ctrl+click and/or Shift+click to select multiple guests. You can also double
click a guest to move it from one list to another.

Click OK to accept the changes and close the window.

Click Cancel to discard the changes.

2.1.10.41 Shape Properties window

The %Shape Properties window allows you to show/edit shape properties. To
display this window select a single shape in the %:Floor Plan pane and select Edit>
#Properties or the equivalent Main tool bar button.

Name is the name of the shape (optional). You can change it to anything you like.
Click the Name colour button to set the colour for the shape name text.

Change the Shape drop-down list to change the shape.

Set Angle to the rotation angle of the shape.

Use the Inside colour drop-down list and colour button to set a solid colour or
colour gradient for the inside of the shape.

Use the Outside colour button to set a colour for the outside of the shape.
Set the Size field(s) to the dimensions of the shape.
Set the Units drop-down list to your preferred units.

Notes can be used to store any relevant notes for the shape. Click on Stamp >> to
add a time and date stamped comment to the top of the Notes.
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Click OK to accept the changes and close the window. Click Apply to apply the
changes without closing the window. Click Cancel to discard the changes.

2.1.10.42 Split Columns window

The Split Columns window allows you to split columns of data in the Import Data
window. This can be very useful for modifying input data into an appropriate
format to import into PerfectTablePlan. To display this window click on the Split
column(s)... button in the Import Data window (you may need to click the =]
button to make the Split columns.. button visible).

Set the separator to the text you wish to split the column(s) at.

Select every to split at every occurrence of the separator token and the first to
only split at the first occurrence.

Click OK to split the column(s) and close the window.
Click Cancel to discard the changes.

Splitting creates new columns to the right of the columns being split. The new
columns are selected. The original columns are not changed.

For example "John Smith, CEO, Smith industries - UK" could be split into columns as

follows:

Separator Occurrence New columns

, every "John Smith" "CEO" "Smith industries -
UK"

, first "John Smith" "CEO, Smith industries -
UK"

- every "John Smith, CEO, Smith industries”
"UK"

You can carry out as many split and join operations as you need to get your data
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into appropriate columns.
See also:

Join Columns window

2.1.10.43 Stationery Layout window

The EiStationery Layout window allows you to change the size of a page and the
items on the page. To display this window click the EiStationery layout button in

the & Stationery pane.

The Preview tab shows the shape of the page and the size and position of the
stationery items.

The Nomenclature tab shows the meaning of the dimension fields in this window
(shown a bit larger below).

- Page width -
—Items across ———
£ 3“ P‘a,ge
1 =
2 18
=
Left 3
*margin’ L ltem . ltem
@ (= Gap
|- "?;.'- 3w
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® & (6
£ g
L _ Right _
rrargin |
513
L ¥

Change Units to change between mm and inches.
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Click on a Pre-defined stationery type to set the layout accordingly. Type a text
into the QSearch field to hide non-matching stationery types, e.g. type J8161 to
find Avery J8161 address labels. Use the Manufacturers, Types and Paper sizes
drop-down lists to filter which pre-defined stationery are listed.

Change the Orientation between Portrait and Landscape, depending on how you
wish to print the stationery.

Click Centre items to centre the items in the page (i.e. Left margin to Right
margin and Top margin to Bottom margin).

If you create your own layout you will be prompted to save it by the EiSave
Stationery Layout window.

Note Right margin and Bottom margin are set automatically based on the other
dimensions.

Click OK accept the changes and close the window. Click Cancel to discard any
changes and close the window.

2.1.10.44 Table Order window

The #Table Order window allows you to change the order of tables, as they are
displayed in the ££Table Chart pane and ¥ Schematic pane. To display this
window click the Table order... button at the top of the ££Table Chart pane.

Select a table and use the 4 Up and % Down buttons to change its order.

Click on the #¥Sort button to order tables. The sort is basically alphabetic, but is
intelligent enough to order "table 10" after "table 2". The sort is not case sensitive.

Note You can also change the table order in the ¥ Schematic pane by dragging and
dropping tables or by using the buttons at the top of the pane.

2.1.10.45 Table Properties window

The Table Properties window allows you to show/edit table properties. To display
this window select a single table in the £:Floor Plan , "iTable Plan or %
Schematic panes and select Edit>#’Properties or the equivalent Main tool bar
button.
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Name is the name of the table. You an change this to anything you like. The name
doesn't have to be unique and can be blank. To display the table name as 2 lines,
with the second line in italics use a ** separator, for example:

Table 1
Head itable

y Table properties

Table 1**Head table
[?7/ head v]

Set Angle to the desired angle of the table in the Z:Floor Plan and Table Plan
panes.

Select solid or gradient and click the colour/gradient button to choose the colour/
gradient of the table in the =%Floor Plan and I Table Plan panes. This overrides
any table colour set for the pane. Click Default to set the table colour back to the
default.

Shape is the shape of the table. The available shapes of table are:

Table Icon Meaning

Rectangular Q a rectangular or square
table with seats on four
sides

Banquet @ a long table with seats on
two sides

Head % a long table with seats on
only one side, for

example a head (top)

table at a wedding or
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banquet
Custom % a rectangular or square
o table with potentially

different numbers of
seats on each of the 4

sides
Circular ¢ a circular table with seats
L o all around it
Semi-circular @9 a semi-circular table with
¢ seats around the straight

side and/or curved sides

Oval % an elliptical table with
9o seats all around it
Row of seats @@@r a row of seats (no table)

Seats is the number of seats. For a circular or head table you specify the total
number of seats. For a banquet table you specify the number of seats across. For a
rectangular table you specify the number of seats across and the number of seats
down. For a custom table you specify the number of seats on each of the 4 sides.

Note For a square table create a rectangular table and set the number of seats

across and down the same. You can specify a table with no seats for a cake, gift or
serving table - it will not be shown in the ££Table Chart pane.

Advanced and Professional editions only

You can change the seat numbering:

o If you set Seat numbers to sequential you can change the number of the
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first seat and whether the seats are ordered clockwise or anti-clockwise.

o If you set Seat numbers to custom you can change them to anything you like
(including letters or names) in the Custom seat numbering window.

Set the Guests drop-down to Seat number at the top of the =:Floor Plan or Il
Table Plan panes to see seat numbers in these panes.

Size is the size of the table. Check the auto check box to automatically size the
table according to the number of seats and the seat size (as set in the L
Dimensions window). Uncheck the auto check box to set your own table size.

Note The automatic table size is calculated to avoid gaps and overlaps between
seats, partly on aesthetic grounds. Click here to find out about ‘industry standard'
table sizes.

If you have a circular table bigger than the auto size you can uncheck space seats
evenly to group all the seats together. This is useful for 'sweetheart' or ‘cabaret’
style seating.

VIP is used to designate tables for VIPs to sit at. The automatic assignment will
attempt to seat VIPs on VIP tables.

Notes can be used to store any relevant notes for the table, e.g. details of table
decorations. Click on Stamp >> to add a time and date stamped comment to the
top of the Notes.

Click on the K £ i I buttons to display the properties of the first, previous,
next or last table. The tables are ordered in the same sequence as they are in the
* Schematic pane.

Click OK to accept the changes and close the window. Click Apply to apply the
changes without closing the window. Click Cancel to discard the changes.

2.1.10.46 Text Properties window

The T Text Properties window allows you to show/edit text properties. To display
this window select a single text item in the £&Floor Plan pane and select Edit>4”
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Properties or the equivalent Main tool bar button.
Text is the content of the text.

Set Angle to the rotation angle of the text.

Click the Font... button to set the font for the text.
Use the Colour button to set a colour for the text.

Click OK to accept the changes and close the window. Click Apply to apply the
changes without closing the window. Click Cancel to discard the changes.

Drag and drop

The following drag and drop operations are supported:

ltem Modifier key From To Result
“ group(s) or none AGuests pane, seat, table or guest(s) (re)
aguest(s) 24Groups pane, background in assigned/

2 Schematic Floor Plan unassigned

pane, “:Floor pane, !Table
Plan pane or I! Plan pane or %

Table Plan Schematic
pane pane
a guest(s) Shift AGuests pane, seat, table or all members of
#4Groups pane, background in | group(s) (re)
2 Schematic Floor Plan assigned/

pane, =:Floor | pane, “iTable unassigned

Plan pane or I! Plan pane or

Table Plan Schematic

pane pane
“ group(s) or |none #.Groups pane 2iGroups pane group
Aaguest(s) membership

changed
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background none Floor Plan different scrolls
pane or .} position
Table Plan
pane
1 table none Floor Plan Floor Plan | table moved
pane pane
1 table none zSchematic |2 Schematic |table order
pane pane changed
4 plan (.tp)  |none operating AGuests or 22 |open plan
file system Groups pane
(% vCard (.vcf) none operating AGuests or 22 import vCard
file system Groups pane
(% CSV/text none operating AGuests or 4 |import text/
file system Groups pane  CSV file
“ group(s) or  none AGuests pane, operating export vCard
A guest(s) 24Groups pane, system or other

¥2Schematic  application
pane, ::Floor

Plan pane or !

Table Plan

pane

2.1.12 Keyboard accelerators

Using keyboard accelerators can greatly improve your productivity. If you are using
PerfectTablePlan a lot we suggest you find the time to learn at least some of
them. The following keyboard accelerators are available for the Mac OS X version
of PerfectTablePlan:

Key Accelerator Action
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31

1

362

¥4

35

FEA

¥B

FC

3D

\3ED

U {r3ED

{+¥D

4D

Add guests task (Basic interface)

Hide/Show Left pane (Expert interface)

Proximity task (Basic interface)

Hide/Show Top pane (Expert interface)

Add tables task (Basic interface)

Hide/Show Bottom pane (Expert interface)

Assign seats task (Basic interface)

Print task (Basic interface)

Select all (but not hidden items)

Numbers and Budget

Copy

Collapse all in Groups pane or Schematic
pane

Show selected in Floor Plan pane
Show selected in Table Plan pane
Show selected in Schematic plan pane
Show selected in Guests plan pane

Show selected in Groups plan pane
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FE

FEF/C3EF

G

36

{+3£G

{36

¥H

3EH

)

{rakl

¥J

K

FEL

FEM

FEN

%0

+3€0

P

Export

Find in Guests, Groups or Proximity pane
Insert single guest
Insert guest couple
Insert guest family
Insert guest group
Hide PerfectTablePlan
Hide others

Import

Information

Quick insert guests
toggle locked

Auto Assign Seats
Insert custom table
New plan

Open plan

Open Recent

Print
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F1

3£Q

R

3R

{+#R

¥ES

{1+ 3£S

T

ET

4T

L {reeT

U

= 474

HxW

X

2 Y4

37

i F1

Quit PerfectTablePlan
Insert rectangular table
Insert banquet table
Insert head table

Save plan

Save plan as

Insert circular table
Insert semi-circular table
Insert oval table

Insert row of seats
Unassign guest

Paste

Close window

Cut

Expand all in Groups pane or Schematic pane
Undo

Redo

What's this help
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F2 "F2 Move focus to menu bar
F4 3EF4 Close window
F5 F5 Refresh
F12 3F12 Credits
Asterisk 3E* RSVP declined
Backspace Backspace Delete
Bracket Fe[/3€] Previous/next table, guest, group in the Floor
Plan pane, Table Plan pane, Proximity pane,
Table Properties window, Guest Properties
window or Group Properties window
Comma 3, Preferences
Del Del Delete
Enter AT Properties
Escape Escape Close window
Left/Right 3Left arrow/¥ Start/end of line
Right arrow
“CLeft arrow/~C Select next/previous table in Floor Plan or
Right arrow Table Planpane
Period 3E. Globally add/remove “." from titles e.g. "Mr"
<->"Mr."
Plus/Minus FE+/3E- Zoom in/zoom out
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Question mark  €?
Slash 3/
Tab Tab/ <+ Tab
Up/Down “Up arrow/~C
Down arrow
2.2 Importing
2.2.1 Importing

Context sensitive help
RSVP accepted
Next field/previous field

Select next/previous seat in Floor Plan or
Table Planpane

If you already have guest details (for example in an email or organiser address
book, spreadsheet or text file) you can import the data directly into
PerfectTablePlan, rather than re-typing it.

PerfectTablePlan can import information in 3 major formats:

e CSV (Comma Separated Value ) - A text file that can be produced by Excel
(select File>Save As and choose .csv as the file type) and many other types of
applications. Columns and rows are delimited by commas and carriage returns,
respectively. " and , characters are quoted.

o Delimited text data - A text file with the user's choice of delimiters (separators).
Many applications can produce data in this form. Excel CSV is a special form of

delimited text data.

e vCard file - vCard files be exported from most applications with address books,
including Outlook, Palm Pilot desktop and Apple Address Book.

As a simpler (but less flexible) alternative to importing you can also use the Quick

Add Guests window.

See also:

Import window
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222

2.2.3

Importing guests from Excel files

Importing guests from text and CSV files

Importing guests from vCard files

Import guests tutorial

Example import formats

Importing guests from Excel files

PerfectTablePlan is only able to import from Excel on Windows. On Mac OS X you
need to export to a .csv file before you can import.

Import guests tutorial

Example import formats

Importing guests from text and CSV files

Many types of applications can export data as text files, for example Excel™ can
export CSV (comma separated value) files. PerfectTablePlan can import guest and
group information from these files.

To import a text/CSV file either:

« drag the file onto the 2Guests pane or £2Groups pane; or

« select File>#limport, choose CSV/text file, click OK and select a file to import

The Import Data window will appear. For more information see “£llmport Data

window and the Import guests tutorial.

See also:

Importing guests from Excel files

Quick Add Guests window

Import guests tutorial
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Example import formats

Importing guests from vCard files

PerfectTablePlan can import guest information from vCard files. Many types of
applications can export contact information in vCard format, including personal
organisers and email packages such as Apple AddressBook.

To import guest information from a vCard file:

« drag the vCard(s) files (extension .vcf) onto the 2 Guests pane or £2Groups pane
; or

o select File>#ilmport, choose vCard file and click OK. Select the vCard file to
import and click Open

In some applications you can even drag vCards direct from the application into the
AGuests or £2Groups pane.

PerfectTablePlan will attempt to preserve groups defined in the vCard. Guests in
the same group will have their proximity set to 'near to'".

To change the group and proximity of imported guests:
1. bring the £2Groups pane to the front

2. drag and drop couples/families/groups into the same group (you can rename the
group if required)

3. right click on each group and set the appropriate proximity
4. delete the empty groups
See also:

Importing guests from Excel files

Importing guests from text and CSV files

Import guest details from the Apple Address Book
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2.2.5 Example import formats
Spreadsheets and CSV files can be supplied with guest data organized into columns

in a multitude of different ways. Below we give examples of some of the more
common formats and how to deal with them.

A single guest name per row in a single column

o o el

colurmn 1

e, P T, Y, 'y N Y, e o, o, e,

Group name Display name Title First name Last name {

property  |Full name(s) * 3 i--BSmiﬁw
L@

row 1 Mr John Smith

Mr John Smith Mr John Smith

If you have commas, the word "and” or other things that might be interpreted as
there being more than one name in a column, then you should click on the [*!
button and check single guest per row.

If you want to import multiple guests per group you should add a group column.

A single guest name per row in multiple columns

column 1 column 2 column 3 Group name Display name
property  |Title{s) w |Firstname(s)  « |Lastname(s) - # 3 = 5 Smith
row 1 Mr John Smith -

- Mr John Smith

If you have commas, the word "and” or other things that might be interpreted as
there being more than one name in a column, then you should click on the [*}
button and check single guest per row.

If you want to import multiple guests per group you should add a group column.

Multiple guest names per row in a single column
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Group name Display name Tile  First name

column 1

= i3, Smith
3 Mr John Smith Mr John
.EJ:. Mrs Jane Smith Mrs

property [Full name(s)
row 1 Mr John Smith & Mrs Jane Smith

Jane

Various naming formats are handled, including:

Mr & Mrs John Smith
John Smith, Jane Smith
John and Jane Smith

Mr John Smith + 1

The guests will all be placed into a single group.

Multiple guest names per row in multiple columns

[ .
column 1 column 2 column 3 g G:rnup nan.'|ﬂe-l B
: = & Smi
roper Title(s First name({s Last name(s * :
property [ (=) _ [ =) _ &) _ i O Mr John Smith M

row 1 Mr & Mrs John & Jane Smith

[ O
.EJ:. Mrs Jane Smith

The guests will all be placed into a single group.

If you have multiple names in multiple separate columns you can click on the =]
button and use the Join feature to convert them to multiple guest names per row
in a single column.

WWWW}WWHW
[Dnimml Iu]hmmz l i

[prnpertv[:ﬂgnore::— v | <ignore>

—

N e e

[ Add row l ’Delete ruw{s}] ’ Add column ] lsﬂitmlumn{s}... Join columns. ..
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Join the following columns in order using separator | & | and [ignuring empty cells - ] :

column 1 ("<ignaore =), column 2 ("<ignore=")

To create a new column. The ariginal columns will be unchanged.

column 1 column 2 column 3

property [{ignore:b - [::ignnre:: Full name(s) -
row 1 Mr John Smith Mrs Jane Smith Mr John Smith & Mrs Jane Smith |

They can then be handled as multiple guest names per row in a single column.

Column for number of additional guests

Group naFne Display name First name

column 1 column 2

=i i3, Smith
Full Murm. s :
property [ 1 name[s.]l » |Mum. gues - * 3 = of Smith
g Mr John Smith 3 Mr John Smith Mr John

The guests will all be placed into a single group.

Column for number of total guests

—h #mﬂm.ﬂdv L ] P O T ) W o S T L
Group name Display name Tile  First name
column 1 column 2 T
[Ful Num. | st
property ull name(s) Lim. in group 3 G of Smiith
gt Mr John Smith 3 Mr John Smith Mr John

The guests will all be placed into a single group.
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2.3
2.3.1

Names and titles

Names and titles

Title is the part of the guest's title (e.g. Mr) or rank (e.g. Captain) that comes
before their name. You can configure titles in the & Preferences window - this can
be particularly useful for military ranks, Masonic titles etc.

First name is the guest's first (given) name. You can also add middle names here or
use initials, if you prefer.

Last name is the guest's last (family) name.

Suffix can be used for anything that appears after the guest's name, such as a: job
title (e.g. 'Director of sales’), role (e.g. '‘Master of ceremonies’), qualification (e.g.
'BSc’) or post-nominal title (e.g. 'OBE").

If you don't know the name of your guest you can check the Anon check box. If you
find out their name later just uncheck the box.

Note The Title, First name, Last name and Suffix will be automatically capitalised
(e.g. mr john smith converted to Mr John Smith) if you have checked
automatically capitalise names in the General tab of the & Preferences window.

Display name is the name in the format you want to display it, e.g. Mr John
Smith Phd, Master of Ceremonies. PerfectTablePlan will try to construct a
sensible display name from the Title, First name, Last name and Suffix, but you
can change this at any time.

A standard convention for displaying names is to display the guests's name and title
on the first line, followed by their role in italics on the second line. You can do this
in PerfectTablePlan by using ** in the Display name field to separate the two lines.
For example:

& Guests |42 Groups Floorplan |{ 1 Tableplan | T2

\ B |
< |mare

@

Mode: |Drag Gdrop | ITQ :

Display name
2 Mr John Smif{=CEO Acme Ltd

Mr John Smith
CEO Acme Ltd|
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The substitution fields {guest_display_ name**1} and
{guest_display_name**2} can be used to display the parts of the Display
name field before and after the ** separately in the &.* Stationery pane.

See also:

Adding and removing dots at the end of titles

2.4 Groups
24.1 Groups

Every guest belongs to a group, even if they are the only member of the group, and
each group has a single set of contact details. We therefore recommend that
guests are grouped according to their address, e.g. by family or work-place. You
can easily reassign guests between groups by dragging them to another group in
the 22Groups pane or using Edit>Change Group....

You can drag a whole group to the ::Floor Plan, {ITable Plan or % Schematic
panes by either:

e dragging a group from the 22Groups pane; or

« holding down the Shift key and dragging a guest from that group from the 2
Guests, Z2Groups, ::Floor Plan, IITable Plan or % Schematic panes

Whether guests should sit together is determined by the proximities set in the &
Proximity pane and not by group. This gives you the flexibility to use the
automatic assighment to separate members of a group (e.g. if you don't want to sit
couples and work colleagues next to each other). However couples, families and
groups are set to sit “’next to or ‘““near to each other by default.

You can easily see where different members of a group are sat by clicking on the
2Groups button in the Z5Floor Plan pane.
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2.5
25.1

s#3 Floor Plan .5:3 Table Plan nE St:hemahr_ S Table Chart |

EZ (Guest Chart |,L-' Stationery | z L

a2 DTk

Seats: [Clrcular+name v] Guests: [DlsplanyI name

A (Q )

- ] Tables: [Name ]

o e e e e Py
-
-

P00 FRE)

1 . .”_TLHQ?HJ:H [] tableware

Different groups are shown in different colours for up to 100 groups - the colours

are selected automatically.

RSVP status
RSVP status

RSVP stands for "Répondez s'il vous plait", French for "Respond please”.
PerfectTablePlan allows you to track the RSVP status for each guest.

RSVP status

Unset

|:| Sent

Qy Accepted

% Declined

AT Cancelled

Description

No RSVP status has been
set.

An RSVP has been sent, a
reply is awaited.

The guest has accepted
their invitation and will
attend.

The guest has declined
their invitation and will
not attend.

The guest originally
accepted and later
declined.
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You can (re)set the RSVP status in a number of ways, including selecting one or
more guests or groups in the 2 Guests or £2Groups pane and selecting Edit>RSVP.

Whether you can assign a guest to a seat depends on their RSVP status and the
settings in the wfPreferences window.

You can show the RSVP status of guests in most panes, for example by clicking on
the " button at the top of the Z:Floor Plan pane.

You can see a summary of the RSVPs in the ZReport pane. You can estimate guest
numbers and budget from RSVP status in the E/Numbers and Budget window.

2.6 Meal selection

2.6.1 Meal selection

You can record guest meal selections in the Meal field of the 2 Guest properties
window. If you have multiple courses you can separate them by commas.

Meal: soup,beefice cream -

Meal selection can be displayed in the ::Floor Plan, [I1Table Plan, £Table Chart,
=SGuest Chart, §.*Stationery and ZReport panes.

5g Floorplan | {7 Tableplan | T Schematc Table chart | == Guestchart | b Stationery
2 |dR = | ' [ s -
ERee CTRHEC =G

Seats: | Crouar +name ~ | Guests: |Display ngme | Tables: [Hame -|

SLORE) FRIN VA =

@ r 3 Jene'fly Db balfften Laa
Smith A Knight A Jone
kA

Head table

® .9
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Displaying meal selection by colour in the Floor Plan pane (you can also select Meal from the Guests drop-down list)

Arrow to: Seats: Cin.lu'-muu

| legend [V header [V seatnumbers [ VP |

Schemabc | =z Table chart Guest chart j\,.-' Stationery

lgn DODE

-rJ Guests: [ﬂﬁdﬂ‘rm v]

SOORIT ERBOE D@ =’
T o> I

Displaying meal selection by colour in the Table Plan pane (you can also click the Meal icon or select Meal from the

Mr Paul

Kowalski

Head table

Event: Wedding of John Smith and Jane Brown
Table: Headtable
Guests: 6

Seat Guest Meal
1 Mr Paul Kowalski vegetarian
2 Mr Chris Smith beef

Guests drop-down list)
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ay: Display name | By: [Guest + | For: [Assigned
[¥] headers [¥] table [¥] seat [7] note ] meal D

Guests Table
A MrAndrew Adams Table 4
Mrs Mikki Adams Table 4
Ms Rose Atwell Table 1
Mr Colin Ayer Table 5
B Mrs Michelle Blaire Table 1
Mr Simon Blaire Table 1

{leaw1sanb} ;|leapy
{aweu Ae|dsip )sanb}

{guest_display name}
(Eeal: {guést_mea![ -

Table: {guest_table}
Seat {guest seat}

Displaying meal selection in the Stationery pane

181
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Summarising meal selections in the Report pane

Professional edition only

You can report meal by table, group or other property in the ZReport pane.

ES Guestchart | J. Stabonery

. —_— .
Tm@mdwyj = | Display: _I"\Ed = | By: |Table - Fgr.m

PerfectTablePlan Detailed Summary Report
wedding_sample_vo.tp
281072009 16:43:27
Displaying 'Meal by Table' for AT

Table = Table 1

Summarising meal selections by table in the Report pane

If guests have allergies or other special dietary requirements you can record this
in the Special requirements field.
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2.7 Seat assignment

2.7.1 Seat assignment
Guests can be assigned to seats by:

¢ “Jautomatic seat assignment; and/or

e dragging and dropping guests or groups onto seats

The automatic seat assignment takes account of any proximities you have set to
create a harmonious seating plan (unless you have set it to random in the &
Preferences window). To get the best results it is usually advisable to use the
automatic seat assignment and then fine-tune with drag and drop.

Note If you drop a guest onto a seat that is already assigned to a guest, the seats
of the two guests will be swapped.

Locking guests

If you wish to @ lock a guest to a seat, so they can't be re-assigned by drag and
drop or automatic seat assighment:

e select the guest(s)/group(s)/table(s)
¢ select Edit>Locked
Toggle the lock off in the same way.

Note You can lock a guest who has no seat assigned.

RSVP status and assigning

Generally you won't want guests who have cancelled or declined their invitations
to be assigned a seat. You can control which RSVP status guests are allowed to be
assigned to seats in the ®f Preferences window.

Assigning to tables (not seats)

If you wish to assign guests to tables, rather than seats, you should still assign
seats but not include seat numbers in your final table chart, guest chart or
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2.7.2

stationery.

Unassigning

To unassign guests from seats:
e select the guest(s)/group(s)
e select Edit>Unassign

You can also drag a guest from their seat and drop them on the :Floor Plan or !
Table Plan pane background to unassign them.

Automatic seat assignment

PerfectTablePlan will do an automatic seat assignment if you select File>™ Auto
Assign Seats or the equivalent Main tool bar button.

Unless you have set it to assign seats randomly (in the ¥ Preferences window) the
automatic assignment will attempt to:

e put people near to or not near to each other, according to your settings in the <
Proximity pane

e not leave people on their own

« alternate males and females (unless you have unselected this in the &
Preferences window )

e assign VIP guests to VIP tables

e prioritise VIP guests

Professional edition only

You can also set proximity using custom fields.
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Note The automatic assighment may try to put 2 'near to’ proximity guests next to

each other if no 'next to' proximity guests are available.

It does this by assigning a score to each plan and using a genetic algorithm to try to
find the highest scoring plan. You can check you have enough seats by looking at
the Status bar.

You can run File>"Auto Assign Seats as often as you like. Click on the Stop
button at any time during calculation to keep the best (highest scoring) plan so far.
Select Edit>¥"Undo to go back to the previous plan.

Note Guests who have been & locked by you will not be (re)assigned by the

automatic assignment.

Scoring

A plan is scored as follows:

Criterion Score

20

+

& Next to proximity guests next to each
other

Near to proximity guests next to each |+5
other

10

@ Not Next to proximity guests next to
each other

& Not Near to proximity guests next to |-40

each other

< Next to proximity guests on same +10
table

Near to proximity guests on same +2
table
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@ Not Next to proximity guests on same |-5

table

& Not Near to proximity guests on same |-20

table

Male next to female +2 (0 if you have disabled this in the &

Preferences window)

VIP guest assigned to VIP table +10
VIP guest not assigned to VIP table (if -10

there is one)

Guest with no-one sat next to them -9

Guest not assigned a seat (apart from -100

locked guests and guests who aren't
seated due to their RSVP status)

In addition .7 VIP scores are multiplied by 3.

The scoring simply takes account of whether guests are sat next to or on the same
table as other guests. It doesn't allow for whether the guests might be able to see
each other or be within talking distance. This simplification allows the genetic
algorithm to search the vast space of possible solutions reasonably quickly. You
may have to tweak the automatic assignment a little 'by hand' to get the best
possible result. For example you might have to move/rotate tables so that people
who don't like each other aren't sat back to back. However you should find that the
automatic assignment will be quite close to ideal, and this will save you a great
deal of time.

Time

You can set the stopping criteria for the automatic assignment in the &
Preferences window. The automatic assighment time goes up rapidly with the
number of guests. This is in the nature of combinatorial problems.
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The longer the automatic assighment is run, generally the better it will be. Select
Edit>%Preferences and on the Auto assignment tab click on seconds and set an
appropriate number of seconds (1 hour = 3600 seconds). Then select File>™.Auto
Assign Seats.

Note If you have a single core/processor PC you won't be able to do much else on
your computer while the automatic assignment is running, as it will try to use all
the power of the processor.

2.7.3 Genetic algorithm

You don't need to know how a genetic algorithm works to use PerfectTablePlan.
This section is just included in case you are interested.

It isn't possible to try every combination of guests and seats, because there are so
many. Even just 25 guests can be assigned to 25 seats in a staggering
15,511,210,043,330,985,984,000,000 different ways. So we have to find an efficient
way to search though the possible assignments to find a good one in a reasonable
time. PerfectTablePlan does this using a 'genetic algorithm'.

A genetic algorithm works by my mimicking the Darwinian process of natural
selection over successive generations:

1. An initial population of assignments is created using various rules of thumb
(‘heuristics’).

2. The assignments are randomly mutated and spliced to produce new layouts.

3. Weak assignments (those with low scores) are eliminated from the population.
4. If the best assighment isn't satisfactory go to step 2.

Because of the way a genetic algorithm works, it cannot be guaranteed to give a
mathematically optimal answer - sometimes you can spot ways to improve the
assignment score with simple drag and drop. But if we were to use an approach
that was guaranteed to give a mathematically optimal answer, it might take years

to run! The PerfectTablePlan genetic algorithm will usually get close to an optimal
solution in a reasonable time.

Problem size
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The number of combinations for seating n guests in n seats is n! ( n factorial). 3! is
3x2x1. 10! is 10x9x8x7x6x5x4x3x2x1. This means that the difficulty of the problem
rises very rapidly with the number of guests. For example:

251 = 15511210043330985984000000

50! =
30414093201713378043612608166064768844377641568960512000000000
000

100! =
93326215443944152681699238856266700490715968264381621468592963
89
52175999932299156089414639761565182862536979208272237582511852
109168640

00000000000000000000000

200! =
78865786736479050355236321393218506229513597768717326329474253
32
44359449963403342920304284011984623904177212138919638830257642
790242637
10506192662495282993111346285727076331723739698894392244562145
166424025
40332918641312274282948532775242424075739032403212574055795686
602260319
04170324062351700858796178922222789623703897374720000000000000
000000000

000000000000000000000000000

So don't be surprised if PerfectTablePlan takes a while to do an automatic
assignment for 1000+ guests.

2.8 Copying to the clipboard
28.1 Copying to the clipboard

You can copy the contents of the =:Floor Plan, {:Table Plan, S£Table Chart, ==
Guest Chart and ZReport panes to the clipboard for pasting into other
applications (such as Microsoft Excel). Bring the appropriate pane to the front of
the Top pane and select Edit> T Copy or the equivalent Main tool bar button.

The ==Floor Plan and “!Table Plan will be copied to the clipboard as an image.

The £ETable Chart, ==Guest Chart and ZReport panes will be copied to the
clipboard as both plain text (no formatting) and HTML (some formatting). Which
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one is used will depend on the capabilities of the application you paste into, for
example Word will use HTML and Notepad will use plain text.

Note that font size is not preserved when you copy a ££Table Chart or S=Guest
Chart as HTML, as there is no reliable way to map between point size and HTML
font size. You should be able to reset the font size easily enough in the other
application. The chart layout can look cramped if the chart is too big for the page
you paste it into. You may be able to fix this by reducing the font size, changing
the page orientation to landscape and/or reducing the number of columns in the
chart.

You can also use File>[®Export to transfer data to other applications via a file.
See also:
Exporting

2.9 Printing
29.1 Printing

You can print the contents of the :%Floor Plan, [ITable Plan, £2Table Chart, =2
Guest Chart, 5. *Stationery and X Report panes. Bring the appropriate pane to the
front of the Top pane and select File>&Print or the equivalent Main tool bar
button. The @Print window will appear.
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The Wedding of J

Lo L L
T

Sze: E% o | Fittopege | 4] centre 4.:|}memz

Setp: Printer: HP Color Lager Jet 260 5dn_2605dtn PCL &, Sze: A4, Oreentation: Portrait, Pages: Al EP‘“’H v][ Sehag.. ]

Lopot [ concd [ veo |

The controls displayed will depend on the pane that you are printing.
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If you only have a standard size (e.g. A4) printer you might find that text on the &
Floor Plan pane isn't very legible when printed to a single A4 sheet. You may have
to span multiple sheets or print it on a larger format printer. See printing legible
plans on a small format printer.

Click on the Setup button to change printer settings such as the page size.

You can also copy or export your floor plan, table chart or guest chart to other
applications, and print them from there, by using Edit>T:Copy or File>*Export.

See also:

Print to poster size

Print window

Print Setup window

2.9.2 Stationery

In addition to floor plans, table charts and guest charts PerfectTablePlan can print
various types of stationery, including:

e save the date cards
e invitations

e address labels

e place cards

e table cards

e escort cards

o badges

o tickets
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¢ personalised wine bottle labels and menus
e thank you cards
You can easily personalise the stationery for each guest, group or table using
substitution text. For example, if you wish to add the display name and seat
number of each guest to a place card you just add the substitution text
{guest_display_name} and {guest_seat} to your design. This text will then
be replaced by the appropriate values for each guest.
See also:
Ordering place cards
Stationery pane
Print stationery tutorial

2.10 Emailing

2.10.1 Emailing
This feature is not available on the Mac OS X as there is no standard programmatic
way of creating an email with an attachment.

2.11  Exporting

2.11.1 Exporting

Data in PerfectTablePlan can be exported in a variety of formats for use in other
applications, such as image editors, spreadsheets and wordprocessors.

Select File>[®»Export... to display the Export window.

data

Select guest and seating data to CSV/text file to export data in a flexible, text
form for import by other applications, such as spreadsheets. The [#*Export Data
window will appear. This window allows you to specify which guest properties to
export and what file format to use. For export to a spreadsheet or database you
would typically export an Excel CSV file. See the [#Export Data window page for
more details.
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vCard file

Select guest data to vCard file to export guest data in a form that can be
imported into most applications with address books, including Outlook, Palm Pilot
desktop and Apple Address Book. The Export VCard window will appear. This
window allows you to specify which guests to export and whether to export each
guest to a separate vCard file. See the Export VCard window page for more
details.

image

Select a pane to export to PDF to create a vector image file. Select a pane to
export to PNG, JPG or BMP format to create a raster image file.

PDF format gives the best quality when you need to enlarge an image. PNG is a
good compromise between size and quality. JPEG files are small, but are of low
quality. BMP files can be very large and are not usually recommended. To export a
BMP, JPEG or PNG image as large as possible check export image as large as
possible in the & Preferences window.

Usage Recommended format
Large and/or high quality prints PDF

Outputting to an image for modification PNG
in Photoshop/PaintShop/Paint

Small file size/low quality images JPEG

text

Select a pane to export to CSV, text or HTML to export the appropriate pane as
text.

HTML retains some of the formatting, but not the font size as there is no direct
way to translate point size into HTML. You should be able to reset the font size
easily enough in the other application. Also the chart layout can look cramped if
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the chart is too big for the other application. You may be able to fix this by
reducing the font size, changing the page orientation to landscape and/or reducing
the number of columns in the chart.

See also:

Export formats

Export window

Export Data window

Export VCard window

Export to PDF format

Copying to the clipboard

Export formats
PerfectTablePlan exports information in 7 major forms:

e CSV (Comma Separated Value ) - A text file readable by Microsoft Excel. Columns
and rows are delimited (separated) by commas and carriage returns,
respectively. " and , characters are quoted.

¢ Delimited text data - A text file with the user's choice of delimiters. Useful for
importing into a wide range of applications. Excel CSV is a special form of
delimited text data.

¢ vCard file - vCard files can be imported into most applications with address
books, including Outlook, Palm Pilot desktop and Apple Address Book.

e Raster image (e.g. .PNG, .JPG and .BMP) - An image described as a 2 dimension
array of coloured cells (pixels) that can be read by many graphics packages, such
as Photoshop and Microsoft Paint.

e Vector image (e.g. PDF) - An image described in terms of primitive shapes, e.g. a
circle of a given radius and position, that can be read by some drawing packages
such as Adobe Acrobat.
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e HTML text (e.g. .HTML) - A textual representation with layout and formatting
that can be read by a web browser, such as Internet Explorer, Mozilla Firebird or
Safari. Many wordprocessors, such as Microsoft Word, can also read HTML.

e plain text (e.g. .TXT) - A textual representation without layout and formatting
that can be read by a wide range of applications.

Different formats are useful for different things. However there are important
things to bear in mind when deciding whether to use raster or vector images:

¢ Raster images can degrade when resized, for example when printed to poster
size. Vector images can normally be resized without problems.

e Raster images are much harder to edit than vector images, because a table is
drawn as an array of many separate cells rather than a circle or a rectangle.

e Vector image formats are less widely supported than raster formats and can
therefore be harder to print or modify.

2.12  Back-up files
2.12.1 Back-up files

There are many ways you can lose your work on a computer including: power
outages; hardware failure; human error; and software errors. To guard against this
PerfectTablePlan can create back-ups of your plan files. This saves you from
continually saving to a new name file, e.g. plan1.tp, plan2.tp etc.

Depending on the choices in the ®f Preferences window the software can create
automatic back-ups of the software:

« every time you File>HSave the plan
e every time you do an auto-assignment
e every n minutes (assuming the plan has been changed in that n minutes)

Note Plans with more than 30 guests will only be backed up if you have purchased
a licence key.

Backup files are created in a 'backup’ folder in your plans folder. These back-ups
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2.131

2.14
2141

are created with the extension .tpb (Table Plan Backup) and include a time and
date stamp. For example, if you save myplan.tp at 17:42:05 on 11th February 2005
it will create a backup file myplan_2005-02-11T17-42-05.tpb . If some
problem occurs with myplan.tp (or you just want to compare it with the older
version) you can open myplan_2005-02-11T17-42-05.tpb and File>Save As it
as a new .tp file.

To open a back-up file:

« select File>CJOpen or the equivalent Main tool bar button, the Open window
will appear

¢ select Table planner backup Table planner backup in the Enable drop-down.

Table planner " tp)
Tahble planner READ-QOMNLY ("t

S = DaGLE i

I [Table planner (" tp) v]
3

e navigate to the folder containing the backup files, usually:
~\Documents\tableplans\backups
e select the back-up file you want and click the Open button

If you can't find your back-up files try searching your harddisk using the Find Plan
Files window.

Note Any number of back-up files on your harddisk will be useless if your harddisk
dies. Make sure you back up to separate storage devices.

Creating a good table plan

Creating a good table plan

For an up-to-date list of tips on how to create a good table plan see our tips web
page.

Multiple user access

Mutliple user access

If you are using PerfectTablePlan across a network (e.g. 2 or more users accessing
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the same file on a shared disk) you need to be careful that users don't overwrite
each other's changes.

File locking is not available on Mac OS X.

2.15 Integrating with PerfectTablePlan

2.15.1 Integrating with PerfectTablePlan

You may wish to use PerfectTablePlan to create a table plan from data produced
by another software package, for example an event registration system. There are
two ways you can do this.

Integrate via text/CSV file

If your software package can create a delimited text file (e.g. CSV file) you can
output this and import it into PerfectTablePlan. If you are able to script/program
the package you can get it to start PerfectTablePlan with the input file from the
command line.

For example to start up importing the file export.csv using the predefined 'theknot.
com’ mapping :

/Applications/PerfectTablePlan.app/Contents/Mac0S/
PerfectTablePlan -import export.csv -import_type theknot

Please email sales@perfecttableplan.com if you are interested in us adding a
mapping for your import file format.

Integrate via XML file

The above approach is sufficient for most needs, however it only allows you to
supply guest details, not details of tables or seating. If you need to do this you can
generate your own PerfectTablePlan plan file and start PerfectTablePlan to open
it.

For example to start up PerfectTablePlan and open a myplan.tp file:

/Applications/PerfectTablePlan.app/Contents/Mac0S/
PerfectTablePlan myplan.tp

PerfectTablePlan plan (.tp) files are in a simple text/XML format. Please email
sales@perfecttableplan.com if you need help with the format.
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Professional edition only

The Professional edition of PerfectTablePlan associates a unique and
unchanging id with each record (e.g. each guest). This can be very useful if
you want to write a CSV/XML file, make some changes in PerfectTablePlan and
then read back the changes.

2.15.2 Command line arguments

PerfectTablePlan recognises the following command line syntax:

argument Comments Example

lan.t
<plan file> The location of the .tp file mypRan-th

to load at start-up.

—-import import.csv
-import <import file> The location of the data P P

file to import on start-up.

-import_type evite
-import_type <import A pre-defined import file | "0 = C SV

type> type. PerfectTablePlan
will look through the list
of pre-defined types until
it finds one that contains
the string passed in. For
example -import_type
evite will match the
pre-define type "evite.com
export”. This argument is
ignored if —import is not
specified.

See also:

Integrating PerfectTablePlan
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2.15.3 PerfectTablePlan file format
PerfectTablePlan plan (.tp) files are stored as text in an XML format.
The format is fairly straightforward and you should be able to work out most of the

details by creating a few .tp files from PerfectTablePlan and examining them. A
few important points are noted below.

Indexing

Where different records in the XML reference each other they do so by numerical
indexes starting from 0.

<version>

For PerfectTablePlan v4.2.0 or later you should set the version to 9, e.g.:

<version value="9"/>

Advanced and Professional edition only

<guest_custom_fields>..</guest_custom_fields>

Contains information about custom fields.

The index is the 0 based index into data values. E.g. if index is 2 then the data
for this field is the third custom data value stored in each guest record.

Type Meaning
Yes/No
Text

Number
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Currency

Selection

Tags

<images>...</images>

The image is encoded in data according to format, which must be either PNG
or JPG.

Professional edition only

id attribute

Many of the items have an id attribute. The id attribute is a globally unique
identifier for that item. PerfectTablePlan uses url encoded GUIDs based on the
Random version of the DCE standard (e.g. "{bc7dd14c-fé64a-4dc2-83c3-
8db1f41d3679}"), but any unique string of characters is permitted. The id will
not change, e.g. it will be the same value when exported/saved as it was
when first imported/read in.

The id can be very useful if you want to write a PerfectTablePlan XML file from
another application, make some edits in PerfectTablePlan and then read the
modified information back.

<guests>..</guests>
This section contains details of all the guests.

The guest group attribute is the index of the corresponding group record.
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The meaning of the accepted attribute is given below:

Accepted attribute

<groups>..</groups>

Meaning

RSVP Unset

RSVP Accepted

RSVP Sent

RSVP Declined

RSVP Cancelled

This section contains details of all the groups.

<tables>..</tables>

This section contains details of all the tables.

The meaning of the shape attribute is given below:

Shape attribute

2-5

Meaning

Circular

Rectangular

no longer used

Custom

201
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7 Head

8 Banquet

9 Semi-circular
10 Oval

11 Row of seats

The position of the centre of a table is recorded in metres using attributes
"X_metres" and "Y_metres". For backward compatibility you can also set the
position of a table in pixels using attributes "X" and "Y", where there are 167 pixels
to a metre. The use of pixel measurements is deprecated and may not be
supported in future versions.

The table assigned attribute is a url encoded list of guests assigned to the seats of
the table, e.g. an unencoded attribute "9,0,-1" means:

e seat 0 contains the guest with index 9
e seat 1 contains the guest with index 0

e seat 2 contains no guest

<floorplan_shapes>..</floorplan_shapes>
This section contains details of the shapes added to the floor plan.

The meaning of the shape attribute is given below:

Shape attribute Meaning
0 Circle
1 Ellipse
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2 Square

3 Rectangle

<floorplan_text>.. </floorplan_text>

This section contains details of the free text added to the floor plan.

<affinities>..</affinities>

This section contains details of all the guest proximities (who should sit next to
who).

The affinity guest1 and guest2 attributes correspond to the 2 guests who the
affinity is set for. If no affinity is set, neutral is assumed.

The meaning of the affinity value attribute is given below:

Value attribute Meaning

0 Next to

1 Near to

2 Neutral

3 Not Next to
4 Not Near to

<stationery>..</stationery>

This section contains details of the current stationery design.

<selection_filters>..</selection_filters>
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This section contains the indexes of guests and groups currently included in the
Selected... list in The Guest Chart pane, Stationery pane and Export Data
window.

2.16 Uninstalling
2.16.1 Uninstalling

To uninstall PerfectTablePlan drag the PerfectTablePlan application from
Applications (or wherever you installed) to the waste bin.

Note You may also wish to delete any table plan files from the Documents folder.

3 How do I?

3.1 How do I?

This section covers common tasks that you might want to achieve. If you can't find
the answer to your question here or in the rest of the Help try the
PerfectTablePlan FAQ page . Most of these topics are available in a context-
sensitive form from the How do I? button in the main tool bar.

Add a chart title/footer

Add custom fields

Add a dance floor, stage etc to the floor plan

Add a graphic/image/clip-art to the floor plan

Add a graphic/image/clip-art to the stationery

Add a new stationery layout

Add a title or text into the floor plan

Add or remove dots at the end of titles

Arrange multiple seatings for an event

Assign guests to seats
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Change fonts and/or colours

Change how guest names are displayed

Change how seats are displayed

Change proximity for multiple guests

Change table size or shape

Change text inside panes

Change the print pagination

Change the printer paper size

Change the size of the room

Change the seat numbering

Change the table order

Choose a format to export to

Copy guests from one plan to another

Create address labels

Create a non-rectangular room

Create a template floor plan

Create an E-shaped table

Customise standard guest titles

Email my plan

Estimate numbers and budget

Export a chart to Excel/Word
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Export guest and seating data to Excel

Export to PDF format

Find a missing plan file

Handle guests with unknown names

Handle multiple rooms

Handle post-nominal titles

Import guest details from Apple Address Book

Import guest details from Excel spreadsheets

Import guest details from Outlook

Import guest details from Outlook Express

Import guests in couples/families/groups

Import seating data

Insert a new guest into an existing group

Liaise with caterers

Load sample stationery

Lock guests to seats

Move guests from one group to another

Only assign guests who have accepted

Order place cards

Print a guest list

Print invitations, place cards, badges, labels etc
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Print legible plans on a small format printer

Print stationery on blank sheets

Print stationery on press-out sheets

Print to poster size

Remove stationery border or fold line

Rename a table

Retrieve old versions of the plan

Select multiple items

Set the RSVP status for multiple guests

Show gender
Show groups
Show meals

Show the proximity for one group at a time

Show unassigned seats

Show VIP/Special/RSVP/locked

Track details of non-seated guests

Turn off guest name capitalisation

Turn the floor plan grid on/off

Use and image of the venue

Zoom in/out of the floor plan
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3.2 Assigning seats

3.2.1 Assign guests to seats

You can assign guests to seats by drag and drop, automatic seat assighment or a
combination of both.

For more details see seat assighment.

3.2.2 Arrange multiple seatings for an event

If you have an event that includes several meals you might wish to have each
person sit with different people at each meal. PerfectTablePlan can help you
achieve this.

—

. Do the first seating plan as usual and save the plan.

N

. Right click on each table and set the proximity to @Not Near to.

w

. Select File>"Auto Assign Seats.

N

. Use drag and drop to fine-tune the seating plan as required.

(S}

. Select File>Save As... to save the plan to a new file.
6. If another seating is required go to 2.

Note If you have guests you don't want moved you can lock them to their seat.

3.2.3 Lock guests to seats

You can lock a guest to a seat (or to no seat) to stop them being re-assigned by
drag and drop or automatic seat assignment.

To toggle the lock status of a guest on/off:
1. Right click on the guest.

2. Select Locked from the pop-up menu.
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MrAlbert
Brmwn

M Properties... Alt+Enter

Prpnmil_‘:,- ¥

Loeke Ctrl+ K

Show selected in

Note You can select multiple guests in the 2 Guests or £2 Groups pane using 3£
+click/Shift+click.

You can also lock all the guests in a group or at a table by right clicking on the
group/table and selecting Locked from the pop-up menu.

3.24 Only assign guests who have accepted
To assign to seats only those guests who have accepted your invitation:

1. Select Edit>Preferences. The ® Preferences window will be displayed.

2. Select Accepted in the Allow seat assignment with RSVP drop-down menu.
3. Click OK.

4. If you have unaccepted guests assigned you will have the option to unassign
them. Click Unassign.

5. If you have unassigned guests select File>™.Auto Assign Seats. Only guests who
have accepted will be assigned to seats.

3.3 Charts
3.3.1 Add a chart title/footer

To add a title/header/footer to the E£Table Chart or Z2Guest Chart pane:
1. Click on the =] button at the top of the pane.
2. Click on the Title or Footer button.

3. Set the title/footer text, size and colour.

© 2011 Oryx Digital Ltd



210 PerfectTablePlan

4. Click OK.

T3 Schematic |55 TobleChart | =5 GuestChart | h ) Stationery Report

=]
Display: |Desplay name  » | By: |Guest - | Forr | Assgned » | Columrs: 2 = T,.""'k "_:
) ) |

o | beaders |V table || seat notes el REVW group

(Wedding of John & Jane Smith )

Guests Table Seat Guests Table Seat
A MrAndrew Adams Table 1 10 Miss Sarah Kowalski Table 6 3
Mrs Nikki Adams Table 1 9 M Ms Caroline McGregor  Table 1 2

3.4 Exporting

341 Choose a format to export to
e To create a high quality image suitable for printing to large sizes, choose PDF.

e To create a medium quality image suitable for printing to smaller sizes, choose
PNG.

e To create a low quality image suitable for emailing (but not printing), choose
JPG.

e To import into Word or create a web page, choose HTML.
e To import into Excel, a database or other application, choose CSV.
For more details see exporting.

3.4.2 Export a chart to Excel/Word

To export the contents of the 22 Guest Chart, Z£Table Chart or ZReport pane to
Microsoft Excel or Word:

1. Bring the Z=Guest Chart , £E€Table Chart or ZReport pane to the front.

2. Select Edit>TiCopy from the menu bar (not 3£+C, this only copies selected
text).

3. Start Excel/Word.
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4. Select Edit>Paste in Excel/Word.

3.4.3 Export guest and seating data to Excel
To export guest and seating data into a form that it can be used in Excel:
1. Select File>[®*Export. The Export window will appear.

2. Select guest and seating data to text/CSV file and click OK. The Export Data
window will appear.

3. Select whether you want to export a record per guest or per group and check/
uncheck the appropriate check boxes. Leave the format as Excel CSV.

4. Edit the Export file field or click on the Browse button to set the output file.
5. Click OK.
The CSV file created should be readable by Excel.

344 Export to PDF format

PDF is a vector image format popularised by Adobe Acrobat. Many print shops will
prefer PDF format if you want to print the =:Floor Plan, £2Table Chart , ==Guest
Chart or 5.-Stationery pane to poster size. For example, to export the ==Floor Plan

pane as a PDF:

1. Select File>[®Export, the [®Export window will appear.
2. Select floor plan to PDF/PNG/JPG/BMP image file.
3. Click OK, the Export Floor Plan window will appear.

4. Select the file type as PDF, choose a file name and location and click Save, the
Export PDF window will appear.

5. Select the appropriate Size and Orientation for the PDF and click OK.

If you have problems with built-in PDF export you can also export PDFs indirectly,
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3.5
3.5.1

as described below.

Creating PDFs indirectly on Macintosh

The ability to print straight to a PDF document is built into Mac OS X, you don’t
need to install any additional software.

1. Select File>®Print, the PerfectTablePlan ®Print window will appear.
2. Click the Setup... button, the Mac OS X Print window will appear.
3. Drag the PDF button down to Save as PDF....

4. Choose a location for the file in the Save window and click Save, the Print
Setup window will appear.

5. Choose the print setup and click OK.
6. Click OK on the PerfectTablePlan ®Print window.

A PDF format document should now have been created.

Checking the output

You can check that the PDF output is acceptable using the free Adobe Acrobat

reader. Many web browsers can also read PDF files.

Floor plan

Add a dance floor, stage etc to the floorplan

You can use rectangular, square, elliptical or circular shapes to represent floor
plan features such as dance floors, stages and walls. Click on the ¥Shape button
at the top of the 5Floor Plan pane to add a shape to the floor plan.

Advanced and Professional edition only
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You can add images to the floor plan. We install a few clip-art images with
PerfectTablePlan, including a checkerboard dance floor.

G FloorPlan | [ Tameplan | T3 Schemate | 3 Tabs Chart | SZ Guestchaet | § 0 Staseesry

(CoRQ CTeEEERW -

e

3.5.2 Add a graphic/image/clip-art to the floor plan

Advanced and Professional edition only

To add an image to the %:Floor plan pane:

1. Click on the Insert Image button at the top of the ::Floor plan pane.
The =Insert Image window will appear.

2. Click on the Browse... button and select an image file.

3. Set the image Size on the floor plan.
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3.5.3

4. Click Add.

5. Click on the image and drag it to the appropriate position.

D 02 Rowss

4 Agwgn S.OuRE T Savwm  Propertes  (Delele |
-} rﬂdul';ml“ Tabie chadt | £ § Casitahart maorery | L Sustaws

Qe T |@" T

B Fioor plan image properes

1| Guets 0, Accrpted 08, Savgned O, Seste B, Seore MHTY | Licerned ti Oy Dhgital Ltd [nabesdusd bomeel

Floor plan images are not available in the Home edition of PerfectTablePlan. As a
workaround you can always pass the plan through a printer twice and use other
software to add the graphics/logo on the second pass.

See also:

Use an image of the venue

Add a title or text into the floor plan
To add a title or text into the floor plan:

1. Click the TInsert text button at the top of the %:Floor Plan pane. The T Insert
Text window will appear.

2. Set the text, angle, font and colour.
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3. Click OK. The new text item will be added.

4. Drag the new text item to the appropriate position.

20 Foorpan |13 TablePlan | T Schemssc | 22 Tablechart | 53 Guestchart [ U Statonery | B meport
d - = -
E :LiL E& | i |:|""' F _Iﬂ,&,\_ Q
Canbs: .'&'I:Ll-lm v | et _Dspl.u'rru'rt - Tables: .H.lrr-e -

SUORET FRBMT LG v wene

5 @11—:- Wedding of John & Jane Smith)

SOOCS,

Double click on the text item if you wish to edit it later.

354 Change how guest names are displayed

215

To change how the names of guests are displayed in the %:Floor plan and [ITable

plan panes:
1. Click the [#] button at the top right of the pane.

2. Select the appropriate entry from the Guests drop-down list.

3.5.5 Change how seats are displayed

To change how seats are displayed in the %:Floor plan and [ITable plan panes:

1. Click the [#] button at the top right of the pane.

2. Select the appropriate entry from the Seats drop-down list.
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3.5.6

3.5.7

= Guest Chart | b+ Stabonery

-
Ta 2

Tables: |Name

Change the size of the room

To change the size of the floor plan:

1. Click on the [ZIDimensions button at the top of the %:Floor Plan pane.
2. Set the Size across and down of the room in the appropriate Units.

3. Click OK.

Create a non-rectangular room

To create a non-rectangular room (e.g. T' shaped or 'L’ shaped):

—

. Click the [IIDimensions icon at the top of the Floor Plan pane.
2. Set Size across and down to the maximum dimensions of the room and click OK.
3. Click the %Insert shape icon at the top of the Floor Plan pane.

4. Create a shape equal to the same size as an unusable area of the room, set it to
the same colour as the outside of the floor plan and click OK.

5. Drag the shape to the appropriate position.

6. Repeat 3, 4 and 5 as necessary.
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Guest Chart | ki Stationery

\ #ﬁ Q

shape added to show
non-usable area

Pl EE o L Tt T o T et

=

Advanced and Professional edition only

If you have a scale image of the venue you can use this as the background to
the floor plan.
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3.5.8

3.5.9

Create a re-useable floor plan template

To Create a floor plan template that you can re-use for similar events:
1. Create a new plan with a standard table layout.

2. File>Save As to a new file, e.g. 'template.tp'.

Each time you need to create a new plan based on the template:

1. File>Open the template plan you created.

2. File>Save As to a new plan file, e.g. ‘event.tp’

3. Add guests.

See also:

Copy guests from one plan to another

Handle multiple rooms

If you have multiple rooms you can simulate this by adding an appropriately sized
rectangle shape to the floor plan for each room.
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1. Click on the [LIDimensions button to change the floor plan size.
2. Click on the %Insert shape button to add shapes to the floor plan.

3. Click on the MMove to Back button to move the rectangle shape behind any
tables.

Setting each room to a different colour may be a useful visual cue.

BE | Guests: 0, Accepted: 0, Assigned: 0, Seats: 160, 5cores 0 Licensed to: Oryx Digital (individual licence)

3.5.10 Show gender
To show gender in the %%Floor Plan or [ITable Plan pane:
1. Click on the [=] button at the top-left of the pane.

2. Click on the ¢ Gender button. Males will be shown in blue and females in pink.
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Note This option is only available if you are displaying circular seats.

3.5.11 Show groups
To show groups in the %:Floor Plan or I Table Plan pane:
1. Click on the [=] button at the top-left of the pane.

2. Click on the “2Groups button. Each group will be shown in a different colour (or
combination of colours). You cannot change the colours.

LM_J@EL a

Seats: | Cradar sname Guests: [Displayname = | Tables: [peame
QuUeEs:” @ @]]@H]iﬁw

Note This option is only available if you are displaying circular seats.
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3.5.12

3.5.13

Show meals

To show meal selection in the ##Floor Plan or [ITable Plan pane:

1. Click on the [=] button at the top-left of the pane.

2. Click on the {I'Meals button. Each meal will be shown in a different colour (or
combination of colours if you have multiple courses separated by commas). You

cannot change the colours.

You can also set the Guests drop-down list to Meal.

2 Table e | E2 cuestchart | A statonery | T

‘ob

Note This option is only available if you are displaying circular seats.

Show unassigned seats

To show unassigned seats in the %:Floor Plan or IITable Plan pane:

1. Click on the [¥] button at the top-left of the pane.

2. Set the Tables drop-down list to Name+unassigned. The number of unassigned

seats will be shown in the centre of each table and unassigned seats will be
shown with a red cross.
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3.5.14 Show VIP/Special/RSVP/locked

To show VIP/Special/RSVP/locked status in the ::Floor Plan or IITable Plan pane:
1. Click on the [=] button at the top-left of the pane.

2. Click on the appropriate button.

=y

oo

#l 55 FloorPlan {3 TeblePlan | T Schemasc | BT Tablechart | ZZ Guestnart |
|

(ERAS CTHEC = |

Seats: |Crouar sname ~ | Guests: |Duplay name  ~ | Tables: [awme
QL@Rs.] [FaEIY

\-\.

N - -
fMrs velda| .~ . Mrs Nicdd

v 2 e /."' )
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Note This option is only available if you are displaying circular seats.

3.5.15 Space tables correctly
To show spacing guides around tables in the %%Floor Plan pane:
1. Click on the [*] button at the top-left of the pane.
2. Click on the #® button.
A coloured guide will appear around each table according to the parameters in the
Table spacing window. This makes it easy to see whether tables have been placed

too close to each other. You can control the size, colour and the transparency of
these guides.

Tuo Table 1 Table 2
close

Click the #® button again to turn off the spacing guides.

Typically it is reckoned that the following spacings are a minimum for allowing
guests and staff to move between tables:
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5ft/
3.5ft/ 1.5m

2ft/0.6m

These equate to values for Spacing from side with seats and Spacing from side
without seats of 0.75m and 0.3m respectively. These are set as the default values.

Note Spacings are not shown for rows of seats.

3.5.16  Turn the floor plan grid on/off
The floor plan has 2 separate grids - a drawn grid (for display only) and a snap grid
(which 'snaps’ the centres of items to a discrete position). To turn these grids on/
off:

1. Click the [ZIDimensions button at the top of the =:Floor Plan pane. The [i
Dimensions window will be displayed.

2. Check/uncheck the Draw grid check box to turn the drawn grid on/off.

3. Check/uncheck the Snap to grid check box to turn the snap grid on/off.
4. Change the Units drop-down list or Size fields to change the grid sizes.

5. Click OK.

Note If you want to print or export the grid you have to check Draw grid and
include in print/copy/export in the LiiDimensions window.
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See also:

Dimensions window

3.5.17 Use an image of the venue

Advanced and Professional edition only

If you have a scale image of the venue you can use it as the background to
your floor plan. This can save you a lot of time drawing walls, doors and other
features.

. Click on the [ZIDimensions button at the top of the #:Floor plan pane. The
[.LDimensions window will appear.

. Click on the Browse... button and select an image file.

. Set the Background image size to the size illustrated by the image (in
metres or feet). It is important you get this correct or the floor plan won't
be to scale (see below).

. Click OK.

. You can now place tables and other floor plan items on top of the floor plan
image.
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scaled floor plan image image used as floor plan background with tables added

Scaling the image correctly

If you are using a background image it is important to scale it correctly. If the
image is cropped to exactly the same size as the venue and you know the
dimensions of the venue in metres or feet, this is no problem. But often the
image will be larger than the room (e.g. include a border). In this case you can
either crop the image to known size or you can calculate the size of the whole
image. It is quite simple to work out the size of the whole image, as long as
you know the size of an identifiable feature on the image (e.g. the width of a
room). Here is how to do it:

You need to work out the width of the whole image in metres (lA).

e Choose a horizontal feature on your image of a known size in metres (FA).
e Measure how big that feature is, in pixels, on your image (FP).

e Measure the width of the whole image in pixels (IP).

The ratio of pixels to meters is FP/FA which is the same as IP/IA. So the width
of the whole image in metres, IA = IP x FA/FP .
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Note that you can change meters for feet or horizontal for vertical in the
above, as long as you are consistent. We don't recommend using diagonal
features, as this makes everything more complicated.

You can work out the size in pixels using a simple drawing tool, such as
Preview on Mac OS X.

Example

We have an image that is 800 pixels across (IP). We know the width of the
room is 20 metres (FA). We can measure that the width of the room in pixels is
700 (FP). We need to know the width of the whole image (IA).

IA=IP x FA/FP =800 x 20 / 700 = 22.86 metres . We can now set this as the
across size of the Background image size.
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3.5.18

— i a
L. Dimensions

X 30.00 down

Areas per guest:

Area per accepted guest:
Seat width: 0.50
Crawi grid: J  Size: 1 : imdude in printjoopy export

Snap to grid: o Gip=: 0.50

Background image: i L x 1815 pivels)  Browse... J Delete
Background image = 22.B6 aooss 5 27,68 dovn 5

I ¥ Constrain proporbons —

=) o

The down part of the Background image size will be set automatically as long
as we leave constrain proportions checked.

If you get really stuck on this, contact support.

Zoom in/out of the floor/table plan

To zoom so all items are visible click the ©4Zoom all button at the top of the pane.
To zoom in click the ®Zoom in button at the top of the pane.

To zoom out click the ©Zoom out button at the top of the pane.

Toggle the &8 button on/off to magnify the area under the mouse cursor.
Magnification allows you to read a large plan without having to zoom in and out.

You can pan from side to side while zoomed in by left-clicking on the %:Floor Plan
pane background and dragging it.

You can also zoom and pan using the wheel on your mouse (if you have one)
depending on the Floor/Table Plan pane mouse wheel behaviour settings in the
® Preferences window.
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3.6 Groups

3.6.1 Insert a new guest into an existing group

To add a guest to an existing group:

1. Select Insert>Single Guest, the Insert Guest window will appear.

2. Choose Add to existing from the Group drop-down list in the Group tab.

-

g Insert guest

=1 ¢V YT s

Group:

Guest Group Contact

ﬂ-;d_d to existing - ] Mame; [Adams couple
o

3.6.2 Move guests from one group to another

Select the guest in the £2Groups pane and drag them to the appropriate group.
You can also use Edit>Change Group.

3.7 Guests
3.7.1 Add custom fields

=N

3 Guests | 4= Groups {T
Iy

= Iy

mure| Mode: [Drag & drop v] (Q EE

Group name Display name Title  Firg
— - 3 Adal

AT T T M e T T T A Ty e W N e

Advanced and Professional edition only
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3.7.2

Sometimes you need to record information about a guest that does fit into the
standard fields. You can use a custom field to do this. To add a custom field:

1. Select Edit>Custom fields... .
2. Click the 5FAdd button.
3. Select the Type (+Allowed values for selection type) and Default value.

4. Click OK.

A lnsert Guest*

Guest | Group | Contact

Anon Title: Mr v Firstname: Hohn

Mr Hohn Smith

| Male
fish|

RSVP: o Accepted
Comnpany: Acme
Amount owing: 50,00

([ pad J[ cond J[ nao

Custom fields are fully integrated into PerfectTablePlan. For more information
see the Custom fields window.

Add or remove dots at the end of titles

“Mr” (without a dot) is standard in the UK and “Mr.” (with a period) is standard in
the USA (ref: Longman Guide to English Usage 1988). In the interests of
international relations you can toggle between the two by using the ¥t+period (in
the Main window hold down the 3£ key and press the "." (period) key). If you don’t
like the results you can undo them.
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If you want to use “Mr.” (with a period) as standard you should edit the titles
available in the Titles tab of the & Preferences window.

3.7.3 Copy guests from one plan to another
Just drag the guests from one plan to the other:

1. Start 2 instances of PerfectTablePlan. You may have to duplicate the
PerfectTablePlan.app file before you can do this.

2. Select the guests you want to copy from the Guests or Groups pane of the first
instance of PerfectTablePlan (3£+A to select all).

3. Drag the guests/groups to the Guests pane of the second instance of
PerfectTablePlan.

You can also export the guest data to a .csv file and re-import it, but drag and
drop is easier.

Note You may not be able to drag guests between 2 instances of PerfectTablePlan
in Mac OS X 10.5. You can work around this by:

1. Dragging the guests from the Guests or Groups pane to the desktop (or any
other folder), which creates vCard files.

2. Dragging the vCard files to the Guests pane of the new plan.
See also:

Create a re-useable floor plan template

3.74 Customise standard guest titles
You can add your own custom titles to PerfectTablePlan. These could be military
or Masonic titles or foreign language equivalents of Mr/Mrs/Master/Miss. These
custom titles can have default gender, age and VIP status, which is particularly
useful when you are importing guests with known titles.

To add custom titles:

1. Open the ®f Preferences window.
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3.7.5

2. Select the Titles tab.

3. Click on &FAdd.

4. Type a name and select a default gender, age and VIP status.
5. Click OK.

Titles in your current plan can be imported by clicking on Import from current
plan.

You may also wish to set the Default couple titles.
Handle guests with unknown names

If you don't know the name of a guest you can just check the Anon check box. A
name will then be created for them automatically, based on their group name.

& Insert Guest*

Guest | Group | Contact

Or you can import anonymous guests using a Num. guests or Num. in group column
in the “#llmport Data window:

Map imported columns to quest properties

column 1 column 2

property [First name(s) - _[Last name(s) -

row 1 John Smith

Or use "+n" in the ©>Quick Add Guests window:
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53 Quick Add Guests* =

Type or paste guests names, one group per line, F

Mr John Smith and Mrs
Mr H Jones, Mrs A Brow|
Sir T. Dighy-Smythe + 2

You might want to set your tile preferences first:

(John smith+1] ) _}

e T e L T e e e T e S i T B P Y

You can uncheck the Anon box and add their name if you find it out later.

3.7.6 Handle post-nominal titles

Most titles come befor_e the name, e.g. Dr, Herr, Colonel etc. These are handled by
the Title field in the 2 Guest Properties window. You can configure the titles
available by default in the s Preferences window.

However some titles come after the name, e.g. PhD or MBE (post-nominals). These
are best handled by adding them individually to the Suffix field in the 2Guest
Properties window. For example you might have:

Field Example

Title Sir

First name John

Last name Smith

Suffix PhD

Display name Sir John Smith PhD

See also Names and titles.
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3.7.7

3.7.8

3.7.9

3.8
3.8.1

3.8.2

Set the RSVP status for multiple guests
To change the RSVP status of multiple guests:

1. Select multiple guests in the 2Guests or42 Groups pane using 3£+click/Shift
+click (3£+A to select all).

2. Right-click and select the appropriate RSVP status from the pop-up menu.

You can also right-click on a group to set the RSVP status of everyone in the group.

Track details of non-seated guests

You may have guests that are attending your event, but won’t require a seat at the
dinner. We recommend that you track their RSVPs as normal but lock them with no
seat assigned to ensure they won’t be inadvertently assigned a seat. You might

also want to add a reminder in their Notes field, e.g. “evening only guest”.

Turn on/off guest name capitalisation

To turn on/off the automatic capitalisation off names check/uncheck
automatically capitalise names in the General tab of the & Preferences window.

Importing

Import guest details from Apple Address Book

To import guests from Apple Address Book to PerfectTablePlan:

1. select the appropriate group(s) or person(s) in the Apple Address Book

2. drag them to the 2 Guests pane or 42Groups pane in PerfectTablePlan

Guests in the same group will have their proximity set to 'Near to'. You can easily
change this by right clicking on the group and changing the proximity.
PerfectTablePlan will attempt to maintain groups, but you can easily rearrange
guests into groups afterwards by dragging guests between groups in the

PerfectTablePlan #2Groups pane.

Import guest details from Excel spreadsheets

If you already have guest information in a Microsoft Excel™ spreadsheet you can

© 2011 Oryx Digital Ltd



PerfectTablePlan 4.2.5 235

import it, rather than re-typing it.

See Importing guests from Excel files.

3.8.3 Import guest details from Facebook
To import your guest details from Facebook:
In Facebook:

1. Login to your facebook.com account.

2. Go to the Friends to CSV application.

3. Check the boxes as shown below and click Create CSV file.

Selectdata || Facebook ID Full name

¥|Last name | First name
About me Current location
Hometown Birthday
Profile url Picture url

¥ sex

| Create csvfile |Itmay tzke some minutes to create the file,

4. Save the .csv file created.

In PerfectTablePlan:

5. Select File>Import. The Import window will appear.

6. Select CSV/text file and click OK. A file open window will appear.
7. Select the .csv file. The Import data window will appear.

8. From File type select Facebook friends to CSV app.
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3.84

3.8.5

3.8.6

() import Dt ™ =)

Fie type: |Facebook friends to CSV app v

Import fle

Location: C:\sers\andyb\Downloads\friends_of_777354565.c5v Browse. ..

Ignore first: 1 % (header) rows

Format: | custom v

Column separator: [nl:hun:- = ] ;

Row separator:  |CARRIAGE RETURN v

[¥] group consecutive guests with same last name ] single guest per row

Hmwfummhsmgrm:[x'jmm v]

Map imported columns to guest properties

column 1 column 2 column 3
property lFi;st namefs) ll.ast name(s) = lGender -
row 1 John Smith male
row 2 Jane _S-rrl'th _femde
Add row Delate row(s) Add column | | Split column(s)... | | Join columns... | |Delete column(s)
Tutorial [ OK ] [ Apply | Cancel ] [ Help

" — ’,

9. Click OK.

Note We are not able to offer any support for third party software. Use of third
party software is entirely at your own risk.

Import guest details from Outlook
Outlook is not available on Mac OS X.
Import guest details from Outlook Express
Outlook is not available on Mac OS X.
Import guests in couples/families/groups

You can import guests in groups by using a 'group’ column during import. For more
details see Importing groups here.
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Map imported columns to guest properties

column 1 column 2 column 3

property  |First name(s) w |Last name(s) w |Group

row 1 John Smith Smith couple
row 2 Jane Smith Smith couple
row 3 Albert Brown Brown couple

row 4 Cynthia Brown Brown couple

3.8.7 Import seating data

Professional edition only

To import seating data:
. Add tables with the appropriate names and numbers of seats to your plan.
. Select File>&lImport.
. Choose Excel/CSV/text file.

. Click OK.

. Select a file to import. The Import Data window will appear.

. Set guest name and other columns as usual.

. Set the Table/Row name column.

. Optionally set the Seat humber column.

. Click OK.
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Map imported columns to guest properties

column 1 ‘lemn 2 column 3
property  |Full name(s) Table /Fow name ISE.at number
row 1 Mr John Smith table 1 |
row 2 Mrs Jo Brown table 2

Note:

e You must create tables with the appropriate names and numbers of seats
before you import guests (the names of tables are not case sensitive).

o If the table cell is left blank the guest will not be assigned a seat.

e Seats are numbered from 1 and proceed clockwise. If you specify just the
table or the seat cell is left blank, the guest will be assigned to the first
empty seat, starting with seat 1 and proceeding clockwise. Guests will not be
assigned to seats that are already assigned.

o If Allow seat assignment with RSVP is not set to Any in the Preferences
window you will need to set the RSVP status of any guests to be assignhed
seats to 'Accepted’ during import or they cannot be assigned seats.

3.9 Plans
3.9.1 Email my plan

To email a copy of your plan to someone with PerfectTablePlan:

1. File>ESave your plan.

2. Compose an email in your standard email package and attach the saved plan (.
tp) file.

Note If they don't need to save, print or export your plan they can download and
use the free trial version of PerfectTablePlan.

To email a copy of your plan to someone without PerfectTablePlan:
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1. Export your plan into the appropriate format.

2. Compose an email and add the exported file as an attachment.

3.9.2 Find a missing plan file

If you are having difficulty remembering where you stored a file, you can search
your harddisk using the Find plan files window.

Note PerfectTablePlan never deletes plan files.

3.9.3 Retrieve old versions of the plan

You may be able to access old versions of your plan from automatic back-up files
made by PerfectTablePlan.

3.10 Printing
3.10.1 Change the printer paper size

PerfectTablePlan can print to any size of paper that your printer supports. To
change the paper size:

1. Select File>Print Setup (or the Setup button in the &Print window).

2. The Print Setup window will appear.
3. If you have more than one printer, select the printer.

4. Select your paper size. The user interface for the Print Setup window varies
between different operating systems and printers.

5. You can now print to the new paper size.
3.10.2 Change the print pagination

Use the fine adjust controls in the Print window. Click on the =] button to show
them.
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3.10.3 Print a guest list

3.10.4

To print a list of all the guests (including unassigned guests):

1. Bring the Z£Guest Chart pane to the front of the Top pane.
2. Select All from the For drop-down list at the top of the pane.
3. Select File>&Print or the equivalent Main tool bar button.

Note You can't print the 2 Guests pane. However you can print the E2Guest Chart
pane and it contains very similar information.

Print legible plans on a small format printer

If you only have access to a standard format (e.g. A4 or letter) printer it can be
difficult to print a legible floor plan on a single sheet. Here are some suggestions:

e Print the £5Floor Plan pane on multiple sheets of paper and join them together
(change the Size % in the ®Print window to span your printout across multiple

pages).

e Print each table on a separate page from the I Table Plan pane.

« Set the f5Floor Plan pane to display seat numbers, instead of names, by
selecting Seat number from the Display drop-down. Set the ££Table Chart pane
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to display seat numbers as well as names. Print out both #:Floor plan and £2
Table Chart panes. The floor plan can then be cross-referenced against the table
chart.

¢ Select Name only (radial) or Name only (banquet) from the Seats drop-down list
at the top of the %%Floor Plan pane.

 Move the tables closer together in the =:Floor Plan pane. This will make them
appear bigger when scaled to fit the page (but may stop the floor plan being to

scale).

« Increase the size of the fonts in the =Floor Plan pane by clicking on the %
button. The size of table and seat fonts can be set separately.

Alternatively:

e Export the floor plan as a PDF and send it to someone with a larger format (e.g.
A3 or A2) printer.

e Order a digital poster print from one of our partners.

3.10.5 Print to poster size
To print a plan or chart to poster size:
e Print across multiple sheets of A4/Letter paper and join them together; or
e Export to PDF format and take it to your local print shop, e.g. a Fedex Kinko (

raster image formats such as PNG and JPG can degrade significantly when
enlarged); or

e Get it delivered to your door as an inexpensive digital poster print.

3.11  Proximity

3.11.1 Change proximity for multiple guests

To set the proximity for all the guests in a group (e.g. to set all the guests in a
group to 'near to' each other):

1. Right click on the group in the £1Groups pane.
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3.11.2

3.12
3121

2. Select the proximity from the pop-up menu.

To set the proximity for multiple guests (e.g. to set 5 guests to have proximity
'near to' each other):

1. Use click/3e+click/Shift+click to select the appropriate guests in the & Guests
pane.

2. Right click.

3. Select the proximity from the pop-up menu.

Show the proximity for one group at a time
To show the proximities for one group at a time in the “?Proximity pane:
1. Click on the [=] button at the top-left of the pane.

2. Set the Shown drop-down list to by group. Use the « and » buttons or the drop-
down list to change group.

See also:

Proximity pane

Stationery

Add a graphic/image/clip-art to the stationery

Advanced and Professional edition only

To add an image to the & Stationery pane:

1. Ensure that the = 'Design tab is at the front.
2. Click on the Elinsert Image button at the bottom of the §-Stationery pane.

3. Click on the Browse... button and select an image file.
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4. Set the image across and down size.

5. Click on the image and drag it to the appropriate position.

: 5 ;
=] = )
B @% Itemper: [Guest = | For: [Assigned x| sortby: [Guestierop ~ |

Tl Desgn |[CL Preview

Stationery images are not available in the Home edition of PerfectTablePlan. As a
workaround you can always pass the stationery through a printer twice and use
other software to add the graphics/logo on the second pass.

3.12.2 Add a new stationery layout
PerfectTablePlan comes with a comprehensive library of stationery templates. This
includes many sizes of labels and cards from leading stationery manufacturers. If

we don't provide a template for the type of stationery you want to use:

1. At the top of the - Stationery pane click the EiStationery layout button. The
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EiStationery Layout window will appear.

2. Set the various fields to the appropriate dimensions. You can choose mm or
inches. Click on the Nomenclature tab for a visual representation of the various
parameters. The layout is shown in the Preview tab.

3. Click OK. The Save Stationery Layout window will appear.

4. Complete the details for the new layout and click OK if you want it to be saved

into the stationery database for next time.

Item per: (Guest - ] Bor: .Am'h:d - ] Sort by: | Table +seat

|

() stationery Loyout [ —— i amn h =

Preview Momendature Units: |Milimetres

|Maarusfactisers 1-: :Tmu v: Pq:-ur

Avery : A4 : Badge/Tag/ID : L7418 Name Badge
}v\ Avery : A4 1 Label : CZI60 Svery Inkjet Label

3.12.3 Create address labels

If you have completed the contact information for each group you print an address
label for each group. We also include A4 and Letter address label templates with
PerfectTablePlan.
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Load sample One label per group

Egig Cukder: 0 13
Insertsbstiutontext = |  Foft Ll E"EIII'-EEEI

{group_name}
{oroup_address}

5 | Guesti 96 Accepted: 96, Assigned: 06, Seste 96, Scove 1580 | Licensed

Substitution text for
name+address

3.12.4  Load sample stationery

Some sample stationery templates (both A4 and letter sized) are installed with
PerfectTablePlan. To load a sample click on the Load stationery button at the top
of the Stationery pane.
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3.12.5

3.12.6

3.12.7

The samples are installed into different locations on different operating system.
On Mac OS X you may have dragged them from the disk image file to your
Documents folder.

There are also some templates for popular place cards on our website.

Order place cards

You can order sheets of press-out place cards suitable for printing from
PerfectTablePlan from our partners. Click here for details.

Print place cards, invitations, address labels etc

You can design and print various types of stationery from the 4.Stationery pane.
PerfectTablePlan makes it very easy for you to merge in the guest names, contact
details, seat assignments etc.

You can also load sample stationery we install with the software.

Stationery can be exported to a PDF file to send your printer.

For details see the Printing Stationery tutorial.

See also:

Order place cards

Printing stationery

Print stationery on blank sheets

1. At the top of the - Stationery pane click the EiStationery layout button and
set-up the dimensions and layout of your stationery.

2. Design your stationery.

3. The stationery will be easier to fold and cut if you use fold lines, borderlines
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and/or cut lines. For the best results we recommend you use cut marks and a
guillotine:

« Click on the ¥ button at the top left of the pane and optionally set the Fold,
Border thickness and Border colour options.

e Click on the Preview tab and optionally check the cut marks check box.

4. Once you are happy with your design select File>&Print.

Fold marks Border thickness and colour

—
IERMDY IR 2R YPES SN ’ Uus wgar il
s Sy Sapy |J.|5|u).| w333 S SDud | SRR Sup
Mrs Jane Smih s Debbas Knight Mrs Lovise Jones
; . s Minnd ta

] ] ]
Dizplsy: [Page | 18F11 *| Stare posten: 1

Cut marks
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3.12.8  Print stationery on press-out sheets

1. At the top of the i Stationery pane click the EiStationery layout button and
set-up the dimensions and layout of your stationery.

2. Design your stationery.

3. If you are using pre-scored press-out sheets you shouldn't need to print fold
lines, borders or cut-marks:

o Click on the =] button at the top left of the pane and optionally set the Fold,
Border thickness and Border colour options.

e Click on the Preview tab and uncheck the cut marks check box.

4. Once you are happy with your design select File>&Print.
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Unset border and fold lines

|55 Poorfan |11 TebleMon | T Schmotc | B3 TebleChart | 57 Guesthert | K Statorery | T Report

@ It per: [Guest | For: [Assigned w | Sortby: [Tabletseat |
FM:E;&:W: 0 = cctour: [ socorond clour: .. |

."-. Dcﬂwi'l.

ISR MO g I [ S Tl RERUS UyeT I
Mr Paul Kowalski W Chiris Smith Mr John Smith
Tuts M Tatls B Tl %
URLS SUR[ SR iy a00eg SN S3U0[ 28RN0 SN
kirs Jane Smith s Debbee Knight Mrs Lowse Jones

Dsplay: Page = | 1ofll + Strtposibon: |1

Unset cut marks

3.12.9 Remove stationery border or foldline
Click on the [®] button at the top-left of the pane.
e To remove the border from stationery set the Border thickness to 0.

e To remove the fold lines from stationery set Fold to No.

ﬂ:;f’ oor Plan |n Tahle Plan | QE Schematic IE= Table Chart I_: Guest Chart | ﬂ Stationery |W
= ; Ttem per: [Guest v]For [hssgned v]Sortby

Fold: _ forder thickness; order colour: Background colour: ...
. ) C e o I ]

[ oo [ ]
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3.13
3.13.1

3.13.2

Tables

Change table size or shape

To change the size (dimension or number of seats) or shape of a table:

1. Double-click on the table in the %:Floor Plan, "I Table Plan or % Schematic

pane. The Table properties window will appear.

2. Change the Size or Shape fields, as required.
3. Click OK.

Change the seat numbering

Advanced and Professional editions only

L 1 Circular table Properties
Mamea: Table 2
Shage: L3 dradar
Sents: B

| T | - T .
@atrn.mba’s: sequential - | startatl0 |7 andproceed: |anti-dodoiise -

=

v

10

- anti-
clockwise ) custom
clockwise

To change the seat humbering:
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1. Double click on a table or row of seats to show the Table properties window

2. Either:

¢ Set the Seat numbers to sequential to change the number of the first seat
and whether the seats are ordered clockwise or anti-clockwise; or

e Set Seat numbers to custom to change them to anything you like (including
letters or names) in the Custom seat numbering window (click the
Change... button if custom is already set).

3.13.3 Change the table order
The I Table Plan, ££Table Chart and % Schematic panes show tables in a certain
order. By default this is the order in which the tables were created, but you can
change it by either:

e clicking on the Table order... button in the ££Table Chart or i Schematic pane;
or

« dragging a table up or down the order in the ¥ Schematic pane; or

« selecting a table and using the up and down arrows at the top of the ¥
Schematic pane to change its position in the table order

To sort the tables in alphanumeric order:

1. Go to the £ETable Chart or % Schematic pane (click on the = button at the
top-left of the £€Table Chart pane).

2. Click on the Table order... button.
4. Click the ##Sort button.

5. Click OK.
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3.13.4

Create an E-shaped table

You can create an E-shaped table (and other complex tables types) by composing it
from basic tables shapes.

Typically you will use a head table plus a banquet table for each 'sprig'. If you need
to add guests at the end of the banquet tables you can use custom tables instead.

See the Masonic sample table plan shipped with PerfectTablePlan for an example
of an E-shaped table plan.

m Table Flan | nE Schematic |§§ Table Chart |§§ Guest Chart |ﬂ Stationery | z o [

o0
s Floor Plan

-
|
y

Mame only (banguet) v] Glests: [Display name v] Tables: [Name v]

: ” ! *\v_? F [ tableware

|
|
|

Seat:

Drawing area:

Selected:

Mare fonts Deﬁ:uE

P i e T s B L P T it

Hints:

« Set the Inside and Outside colours of the tables the same in the T4Fonts and
Colours window so that you won't see where the tables overlap.
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¢ Set the Seats drop-down list at the top of the Floor Plan pane to Name only
banquet for a name layout that is easy to read and makes good use of space.

3.13.5 Create sweetheart/cabaret style tables

If you have a circular table that is big enough to have gaps between the seats, you
can choose to space the seats evenly or group them all together. The latter is
useful if you want to use sweetheart or cabaret style seating. Note that grouping
seats together is only possible for circular tables when there are gaps between the
seats (there will be no gaps if auto is checked).

Table 1

W R i
.1'
‘

:3 Circular table Properties*

Mamie: Table 2
Shape: 1] crodar - Angle: 325 degrees &
Seats: 8

Seat numbers: startatl + and procead: |dndmnse -

Size: m dameter |Metres v! [] space seats evenly }l | VIP table

3.13.6 Rename a table
To rename a table:
1. Select the table in the 5Floor Plan, I Table Plan or % Schematic pane

2. Select Edit>#"Properties from the menu bar.
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3.14
3.14.1

3.14.2

3. Change the name.
4. Click OK.

You can also display the #”Properties window by double-clicking on the table or
selecting Properties from the right-click menu.

To rename large numbers of tables:
1. Go to the % Schematic pane.
2. Select Edit from the Mode drop-down list at the top of the pane.

3. Retype the table names.

Professional edition only

You can use the Renumber/rename tables window to quickly rename large
numbers of tables in the ::Floor Plan pane.

To change the default name given to new tables change the New table name
format field in the General tab of the & Preferences window.

Other

Change fonts and/or colours

In the Z%Floor Plan, "ITable Plan, E£Table Chart or ££Guest Chart pane click on
the #4Colours and fonts button at the top of the pane.

In the - Stationery pane select the appropriate text and click on the Font and
Colour buttons at the bottom of the ™ Design tab.

Change text inside panes

You can change text inside [ITable Plan, £Guest Chart, .“Stationery and Z
Report panes using the Terms tab of the wfPreferences window. This is
particularly useful if you want to translate English terms into another language.
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|
Go FloorFlan | I3 Table Plan |'i Schematic ::: Table Chast | 55 GuestChart | K Stationery 2 -

= e A = =] = -
) Desplyy's _Lﬁsl. Farst = | By _G.lti-t - | For: _W‘lﬁl - | Cobsmns: 2 = t};ﬁ,\‘ I"i

Award ceremony

Table Seat Members Table

A Adams, Andreu Tables 1 Lethbridge, Margaret Table 1

. = —,
i Preferences L3 =

Edion | General | Autoasson | Tites | Tems | Badkups | Wamings

Charmge the terms below 1o changs the wordng that sppesrs reade prrtable panes. The user
® initerface will neman unchangsd,

|
!
= Pyt - i %
. I ' I—;
|

Diefault termn Change to

@JELE:— HEmh-erD

3.14.3 Estimate numbers and budget

o o e P P et T S IR o T A Pl AR ey

-

R Bt e e

Select File>E Numbers and Budget... and use the E[Numbers and Budget window
to estimate guest numbers and help keep track of your budget.

3.14.4 Liaise with caterers

The easiest way to send your seating plan to your caterer is to email the plan file.
They can download a free version of PerfectTablePlan to look at it (they will need
a licence to save changes). Alternatively you can export and email the information
they will need in a range of formats.

Total numbers and meal choices

You can print or export this information from the ZReport pane (note that meal
courses and special requirements will be totalled separately if they are separated
by commas, e.g. soup,fish,flan). Use File>[®Export and select report to text/CSV/
HTML file to export an HTML or text file.

General layout, size and shape of tables

You can print or export this information from the =ZFloor Plan pane. Use File>[i
Export and select Floor Plan to image file to export an image file.
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Who is sitting where, meal choices and special
requirements
You can print or export this information from the ££Table Chart pane or {iTable
Plan pane for each table. Ensure the notes, special and meal information is
displayed. Use File>[®*Export and select table chart to text/CSV/HTML file to
export a text, CSV or HTML file. Use File>[®Export and select Table Plan to image
file to export an image file.

3.14.5 Select multiple items
To select multiple items in the 4iGuests, :Groups or i Schematic pane:
e To select multiple individual items 2£+click on each item.
e To select a group of items click on the first item and Shift+click on the last item.
e To select multiple groups of items 3£+click on the first item in each group and

Shift+zg+click

To select multiple items in the %:Floor Plan pane:
e 3£+click on each item.
To select all visible items in any of the above panes use Edit>Select All or 3£+A.

4 Frequently asked questions

4.1 Frequently asked questions
For an up-to-date list of frequently asked questions see our www.perfecttableplan.
com FAQ page.

5 Licensing

5.1 Licensing

In order to use this software fully you will need a valid licence key. Without a
licence key you can only save, export or print plans with 30 or fewer guests.

To purchase a licence key go to www.perfecttableplan.com .
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To fully activate the software select Licensing>Licence and enter the key into
the <" Licence window.

If you purchased the software electronically off the Internet, the key will have
been emailed to you.

If you purchased the software as a CD, the licence key will either be printed inside
the box or will have been emailed to you.

To retrieve a licence you have previously purchased from www.perfecttableplan.
com select Licensing>Retrieve Key.

Note A standard licence entitles one named person to use this software on any
number of computers. If you have more than one person using the software you
should purchase a licence key for each user. However, we have no objection to a
couple sharing a licence when planning their wedding. You can also purchase an
organizational licence.

The same licence key will work on both Windows and Macintosh.

Version 1-3 licence keys are not valid for version 4. You can upgrade to version 4
for a small fee.

You can also upgrade your edition, e.g. from PerfectTablePlan Home edition to
PerfectTablePlan Advanced edition.

6 Support

6.1 Contact support

If you are having problems with the software please check if your question has
already been answered in this documentation or on the www.perfecttableplan.com
FAQ page. If you can't find an answer here or on the web site then email us at
support@perfecttableplan.com . We will reply as quickly as we can.

6.2 Report a bug

We take every effort to deliver high quality software. However, the sheer

complexity of software and the number of platforms and configurations we have to
support means that we can't guarantee our software is completely bug free. Please
report any bugs you find to sales@perfecttableplan.com and we will attempt to fix
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them. Please include:
¢ a description of the bug
e your operating system (e.g. Mac OS X 10.5)
e the version of PerfectTablePlan (from the About window)
¢ a step-by-step description of how we can reproduce the problem
e a screen capture can often be helpful:
The step-by-step description is particularly important - if we can't reproduce your
problem, then we probably won't be able to fix it.
To assist us in fixing bugs we have added email-based error reporting. When
PerfectTablePlan detects that something has gone horribly wrong it will try to
email a report to sales@perfecttableplan.com (with your permission). Please send
the email and add any relevant details.

6.3 Request an enhancement
We are always very interested to hear your suggestions on how the software can be
improved. Please email us at support@perfecttableplan.com .

7 Updates

7.1 Updates

From time to time we release new versions of the software with new features and/
or bug fixes. Minor updates are available for no charge (e.g. v4.0.0 and v4.1.1 will
both work with a v3 licence key). Major updates require a licence key upgrade (e.
g. a v3 licence key will not work with version 4.0.0). If you purchased a licence key
close to a major upgrade you may get a free upgrade licence key. See our licensing
page for details of our upgrade policy.

To check which version of the software you are running look in the About window.

To check if you are running the latest version select Help>Check for Updates. This
requires an Internet connection.
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PerfectTablePlan will also check for software updates automatically. You can set it
to check for updates monthly, weekly or never in the ®f Preferences window (the
default is weekly). It will only advise the availability of updates, you still have to
download and install the update from a web page.

You can also subscribe to our email newsletter for update information.
7.2 Newsletter

If you subscribe to our newsletter you will receive occasional email newsletters
telling you when new releases of this software become available, and other useful
information. You can always unsubscribe at a later date and we won't sell your
details to anyone else.
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