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COPYRIGHT NOTICE 
This documentation and the computer program(s) in this installation media and as described in this 
documentation are copyrighted by VGS Inc. and all rights are reserved. 
 
No part of this publication may be reproduced, transmitted, transcribed, stored on a retrieval system or 
translated into any language or computer language, in any form or by any means, electronic, magnetic, 
optical, chemical, manual, or otherwise, without prior written consent. 
 
WARRANTY NOTICE 
Visual Graphic Systems, Inc. warrants the physical media and physical documentation to be free of 
defects in materials and workmanship for a period of ninety (90) days from the date of purchase. Upon 
notification of defects in material or workmanship within the warranty period, Visual Graphic Systems will 
replace the defective documentation or media. 
 
LIABILITY LIMITATION 
Visual Graphic Systems, Inc. warrants that the software will substantially perform to the published 
specifications and to the documentation contained in the User Guide, provided that such program is used 
on the computer hardware and under the operating system for which it was designed. If Visual Graphic 
Systems, Inc. is unable to replace the media or documentation within 90 days from date of notice as to 
defect or correct substantial program errors within that time period, Visual Graphic Systems, Inc. will 
refund the license fee. 
 
Except as specifically provided above, Visual Graphic Systems, Inc. makes no other representation or 
warranties with respect to the contents hereof and specifically disclaims any and all other warranties 
express or implied, as to the merchantability for any particular purpose. 
 
Computer programs are inherently complex and sometimes may not be completely free of error. 
Therefore, you are advised to verify your attempt for whatever operation of this program you undertake. In 
no event will Visual Graphic Systems, Inc. be liable for direct, indirect, special, incidental, or consequential 
damages arising out of the use of or the inability to use the program or its documentation, even if advised 
of the possibility of such damages. Visual Graphic Systems, Inc. is not responsible for any costs including 
but not limited to those incurred as a result of loss of revenue or profits, loss of the computer program, 
loss of data, or the cost of a substitute program.  In no case shall Visual Graphic Systems, Inc.'s liability 
exceed the amount of payment of the licensing fee for this software. 
 
Further, Visual Graphic Systems, Inc. reserves the right to revise the software or this publication, and to 
make changes from time to time in the content hereof without obligation of Visual Graphic Systems, Inc. to 
notify any person or entity of such revision or changes. 
 
LICENSE AGREEMENT 
THE SOFTWARE CONTAINED IN THIS PACKAGE IS LICENSED FOR USE ON A SINGLE 
COMPUTER. THE SOFTWARE MAY BE COPIED, BUT SOLELY FOR THE PURPOSE OF ARCHIVAL 
COPIES IN SUPPORT OF ITS USE ON A SINGLE COMPUTER. IF USED ON A NETWORK, A 
SEPARATE, MULTI-USER LICENSE IS REQUIRED TO SUPPORT MORE THAN ONE SIMULTANEOUS 
USER. OTHERWISE, EACH WORKSTATION MUST BE LICENSED INDIVIDUALLY AND 
INDEPENDENTLY. THE SOFTWARE MAY NOT BE CHANGED, DISASSEMBLED, OR MODIFIED IN 
ANY WAY WITHOUT WRITTEN AUTHORIZATION FROM VISUAL GRAPHIC SYSTEMS, INC.  YOU 
WILL NOT TRANSFER THE SOFTWARE OR DOCUMENTATION TO ANYONE ELSE UNLESS THEY 
CONSENT TO THE TERMS OF THIS AGREEMENT. IF FOR ANY REASON YOU ARE NOT WILLING 
TO ABIDE BY THESE TERMS, THE WARRANTY, OR THE LIABILITY LIMITATION, DO NOT ATTEMPT 
TO USE THIS SOFTWARE.  RETURN IT TO VISUAL GRAPHIC SYSTEMS, INC. FOR A REFUND. 
ATTEMPTING TO USE THIS SOFTWARE IS EVIDENCE OF THE ACCEPTANCE OF THE TERMS OF 
THIS AGREEMENT. 

v  i  s  u  a  l   g  r  a  p  h  i  c   s  y  s  t  e  m  s   i  n  c. 

500 Tenth Avenue 
New York, NY  10018 
212.563.5600  fax 212.563.9334 
E-mail:  SOM@vgs-inc.com 

Software License Agreement 
Single User / Single Computer 
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Insert the Sign-O-Matic™ CD into your CD Drive 
and run “Set-Up”  [Click on “My Computer” and 
then click on your CD drive icon.  Then double-
click on “Set-Up”.]  The “Install / Quit” screen 
should appear in a few seconds.  Click on “Install” 
to proceed. 

After the software installs, start Sign-O-Matic by 
double clicking on the shortcut on the desktop or 
from “Start>Programs>Sign-O-Matic.” 
Please review the Sign-O-Matic™ Software License 
Agreement that appears on first use (and also on 
the second page of the User’s Guide) and click on 
“I Agree” if you agree to the terms of this 

• Use the program “Options” screen to select Paper 
“Standard” – U.S. sizes (Letter and Tabloid) or 
International sizes  (A4/A3).  Other options can be 
selected at a later time when you are more 
familiar with Sign-O-Matic’s features.  In the 
interim, use the default options shown. 

• Use the “Tune Up” options screen to: 
• Register your Sign-O-Matic Software (see 

below) 
• Select the directory where your support files 

are stored, typically  <CD Drive>:\Pictures\”   
• To select the Sign Products you will be 

making inserts for.  (This will limit the 
products presented to you each time you 
start Sign-O-Matic.) You can edit your 
“Menu Item / Message” database on your 
first use of Sign-O-Matic or edit the 
database later. (See Page 10.) 

• After you become more familiar with Sign-O-
Matic’s features, you can use “View / Options” or 
“View / Tune-Up” to select or de-select options at 
any time. 

Upon completion of the Set-Up process, 
the Sign-O-Matic opening screen will 
appear – see next page. 

Registration Procedures: 
You must register your software with VGS within 30 
days of installation.  You can register by calling VGS 
Customer Service at 800-203-0301 between 9:00 AM 
and 5:00 PM, Monday to Friday (EST). 
You can also register by e-mail: SOM@vgs-inc.com 
When calling or e-mailing, please provide the 
Temporary Trial Mode Serial Number that appears on 
your screen.  You will be given a  Permanent Serial 
Number to enter in the dialog box.  [Note:  The 
Registration dialog box can be accessed later using 
the View / Tune-Up menu.] 

Installation / Set-Up 

Opening Set-Up Screen 

Software License Agreement 

Options Overview Screen 

Support File Tune-Up Options 
and Registration Screen 

Program Options Screen 

Menu Item / Message Database 
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Quick Start 

Insert the Sign-0-Matic™ CD into your CD Drive. Run “Set-Up” from it. Install  
Softwa

Start 
Progra

Double click on the Sign-O-Matic icon on your Desktop or click “Start>Sign-O-
Matic” to bring up the opening screen.  Click on the “Create New Insert” icon 
or “File / New Insert” to begin the 9 easy steps to creating professional looking 

STEP 1 Select Product STEP 2 Choose a Layout 

Click on the 
Product Series and 
specific Model you 
need inserts for. 

Click on a Layout 
to fit your 
presentation needs. 

STEP 4 Select Style STEP 3 Enter Menu Items / 
Messages 

Double-click on a 
Menu Item from 
the database  or 
type directly into 
the Layout form. 

Browse the library 
of Styles and apply 
a style to an 
individual insert 
Layout or to all the 
inserts at once. 

STEP 5 Design / Inserting 
Images 

Detailed instructions will be found on the following pages, but if you are anxious to get 
going, use this “Quick Start” page to print your first batch of professionally designed sign 

Double-click on an 
Image Placeholder or 
Text Box to insert 
Pictures and change 
fonts, font color, type 
size and alignment 

STEP 6 Save 

Save your Insert 
Page  for later 
recall and editing.    

STEP 7 Adjust STEP 8 Print Preview 

Click the Adjust 
button to 
improve the 
appearance of 
your inserts. 

STEP 9 Print 

Print on pre-perforated 
paper or print with 
perforation guides.  
It’s that simple! 
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Double clicking on the Sign-O-Matic Icon on your 
Desktop or Start Menu brings up the opening 
screen 
Click on one of the four icons “Create New 

Open a Previously Saved 
Insert Page 

Create a New Insert by 
Selecting the Product Type 

Know VGS – Link to  
VGS Web Site 

Learn How to Work with  
Sign-O-Matic and Print User 

Opening Screen 
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OPEN INSERT 

LEARN KNOW 

Click on the “CREATE” icon on the Opening 
Screen or Click on “FILE / NEW INSERT” to 
begin. [Note shortcut =  “CONTROL+N” } 

Start 

Click on a “Product Series” (Concurva®, 
Linea®, etc.) to select the Series you need 
inserts for.  
You will see a list of models within that 
series.  As you scroll through the models, a 
picture of each will appear in the upper 
right corner and the paper and size 
specifications for related inserts will appear 
in the box below. 
Highlight the model of interest and click 
“Next” to proceed to Step 2. 

STEP 1 Select Product 

STEP 2 Choose a Layout 

After selecting the product / model you 
need inserts for, you are presented with a 
series of “Layouts” appropriate for that 
model.  Click on any Layout to see a 
preview in the upper right corner.  Click on 
the Layout of choice and then click “Next” 
to proceed to Step 3.  [NOTE:  You can 
change fonts, photos and other design 
elements in Step 5.] 

Creating Sign Inserts  

Product Models 
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STEP 4 Select Style 

STEP 3 Enter Menu Items / 
Messages 

A “Form” appears on the right side of the 
screen that illustrates the number of inserts that 
print on one sheet of letter sized (or A4) paper 
for this product size (e.g. – ten inserts print on 
sheet for IDA Item Identifiers / Business Card 
size).   
The “Item Database” on the left of the screen 
contains a list of menu items and related data 
(meal, category, etc.).  Double clicking on the 
left row heading button of any menu item will 
automatically insert the data into the Form and 
move to the next insert on the form.  [NOTE:  
See Page 9 for more detailed instructions on 
managing your “Menu Item / Message” 
database.]  

You can also type directly into the Form by 
clicking on any “Text Box”.  [NOTE:  A Text Box 
or Image Box with no data will be blank when it 
prints.] 

If a Text Box turns red, it means the message is 
too long to fit.  You can edit the message to 
shorten it in this step or continue to Steps 4 and 
5, where you can change the font or type size to 
correct the problem. [NOTE:  Photos and 
Illustrations can be added or changed in Step 5.] 
After entering your messages, click “Next”. 

You can apply a “Style” to the entire form or 
any individual insert.  If the “Apply Immed-
ately” box is checked, you will see the appear-
ance of the inserts change as you scroll through 
the different styles. 

If the “Connect Inserts” box is checked, the style 
will be applied to all the inserts on the Form.  If 
it is not checked, the style will be applied to the 
highlighted insert.  [NOTE:  You can tell the 
highlighted insert because the background 
turns gray when selected.] 

Each insert on a Form can have a different style 
if desired. 
 
After applying Style(s), click “Next”. 

Creating Sign Inserts  

Picture Placeholder Text 
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STEP 5 Design / Inserting 
Images 

The “Design” step allows you: 

• Insert “Pictures” (photos and other graphic 
images) into your Layouts from the built-in 
library of JPG images. 

• Change the Alignment, Font, Type Size and 
Font Color of any Text Box 

• Reposition and re-size Objects (Text and 
Pictures) (for advanced users only!). 

• Add your own digital photos, clip art, or 
other graphics. 

To change an “Object”, double-click on it to 
bring up the Object dialog boxes. 

To change a Picture, double-click on the Picture 
placeholder and the “Select Picture” library will 
appear.  As you scroll through the file names, the 
images will appear in the selected placeholder.  To 
choose a particular image, double-click on the file 
name or another placeholder. 
After selecting a Picture, the “Design Picture” 
dialog box appears.  You can change the size and 
position of the image by clicking on the arrow 
buttons, but it is recommended that you maintain 
the defaults.  [NOTE:  Except for abstract images, 
you should maintain the Aspect Ratio” or the 
image will become distorted.] 

To insert your own Pictures, click on the “Add” 
button in the Select Picture dialog box.  Using 
the “Browse” button, you can quickly locate 
your Picture files.  Double-click on a file name 
to select it.  Then give it an easy to remember 
name to select it from the Picture Library. 

NOTE:  The Pictures you add can be assigned to  
“This Layout” or made available to “All 
Layouts” by checking the appropriate box. 

NOTE:  For ready access, it is best to save your 
Pictures in the default “C:\Program Files/Sign-
O-Matic/My Sign-O-Matic Pictures” sub-
directory. 

Click on a Text Box to bring up the Text Box 
Properties box.  Highlight the text and use the 
graphic formatting tools to change the Font 
Size, Font Color, Type Size, and Text Alignment.  
You can also re-size and re-position the boxes 
by clicking on the arrow keys (for advanced 
users only.)   

Click “Finishing Up” to proceed to Step 6. 

Creating Sign Inserts 
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STEP 6 Save 

 
Click on the “Save” button to preserve your 
Insert Page for future recall.  [NOTE:  It is not 
essential to Save before Printing, but it is highly 
recommended.] 

The “Save Insert As” box allows you to name 
your Insert Page for easy recall at a future time.  
In addition to naming your Insert Page, you can 
add comments.   

NOTE:  You can later use the “File / Open” 
menu to recalled saved Insert Pages.  When 
recalling a saved insert, you can read 
“Description” comments and also sort your 
saved inserts by name, size and date by clicking 
on the file table headings. 

STEP 7 Adjust 

“Adjusting” usually improves the appearance 
of inserts by vertically centering the text boxes 
and eliminating white space. You can “Adjust” 
a single insert or the entire page. [NOTE:  
Once adjusted, you cannot revert to the 
original layout unless you recall the saved 
insert page.  This is why it is important to save 
your work in Step 6.] 

STEP 8 Print Preview 

Clicking on the “Preview” button allows you 
to see how your Insert Page will look when 
printed. 

If you are not using VGS “PP” series 
perforated paper, click on “Print Perforation 
Guides” to help you cut inserts to the right 
size after printing. 

NOTE:  Clicking on the Printer name hyperlink 
brings up a dialog box that allows you to 
change the printer default settings.  It also 
allows you to change the non-printing area in 
the event you have problems printing the 
insert page.   

Creating Sign Inserts  
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Managing Your Menu Item / Message Database 

STEP 9 Print 
Insert a sheet of VGS “PP” series pre-perforated paper 
or other paper in the manual feed tray of your 
printer.  You can choose to print with or without 
perforation guides by checking or un-checking the 
box. 

Simply click on the “Print” button to send your Insert 
Page to the printer.  

Note: Clicking on the Printer name hyperlink brings 
up a dialog box that allows you to change the printer 
default settings. 

Note:  VGS has checked Sign-O-Matic on a wide 
variety of printers, but we cannot guarantee it  
will work on every printer.  If you have problems 
printing, try increasing the “non-printable” margins 
by clicking on the Printer hyperlink.  If you continue 
to have problems, call VGS Technical Support at 800-
203-0301 or e-mail us at SOM@vgs-inc.com.  

By Right-Clicking on a Column Heading, a menu will appear that allows you to select which columns 
you want to see when creating inserts.  For example, you may only need to have one price per item, so 
you can uncheck the “Price2” column heading.  [Note:  By de-selecting a column, you do not lose the 
data stored in the column.  You can see the data again by checking the column name again.]  

You can Sort the data in any column by simply left-clicking on the column heading.  For example, you 
might want to sort your menu items by “Meal” or by “Category.”   

If you use “cycle menus”, you can use the Category field to store cycle information.  For example, you 
could use a code consisting of “A/B/C/D” for weeks 1 through 4 and the numbers 1 through 5 for days 
for Monday to Friday.  You could even add a meal code.  Hence “Week 2, Tuesday, Lunch” could be 
entered as “B-2-L”. 

Note:  Menu Item Name, Short Description, Long Descriptions and Price fields are “mapped” to 
specific layouts.  If there is no data in these fields, there will be a blank area on the insert.   

Left Row  
Header 

Column 
Headings 

Printing Sign Inserts 

A major feature of Sign-O-Matic™ is the ability to store your menu items, prices, descriptions, etc. in a 
database.  When creating a Sign-O-Matic insert page, you can select any of these items and insert them 
into a Layout by simply double-clicking on the left row heading button.  [Note:  The software comes 
with several menu items pre-loaded for sample purposes.  You can overtype these items or right click 
on any one to Delete it.]  To “Add New” items, simply right-click anywhere on the data table. 


