EDITING A STANDARD DOCUMENT TEMPLATE

October 4, 2010

1. Select “Communicate” from the top row.

2. Choose Create/Send.

3. Select a category, i.e. General Mailings.

4. Choose “new email or document template” from the left side of screen.

5. Provide name, verify paper size, change top margin to 1.5” if printing on Bradley letterhead.

6. Select “next” on the left side of screen.

7. Click on the word “documents.”

8. Choose “simple business letter.”

9. Click on the letterhead area at the top of the letter. 

10. Then click once in that area so the box is selected; press delete key.

11. Click update.

12. Click anywhere on the contents area.

13. Highlight “org name, org address, org city, org state, org postal code” and click delete.

14. Click on the right side of the “name” field area.

15. Select the little yellow paper icon, second from right on second row at top.

16. Under category, choose “user defined fields-persona.”

17. Choose “company” in the fields line.

18. Click “insert,” the “company” field will show up next to the name.

19. Place curser in front of the “company” box and enter to place it on the next line. Be sure the “company” box is lined up with the other boxes.  If it is not, delete the space.

20. Adjust spacing between the header and salutation; should be two lines.

21. Edit or delete text as needed and enter your own text.

22. Choose update.

23. Click on the letter closing area.

24. Delete the signature and closing area text, replacing it with your own information.  (Be sure there are four lines between closing and signer’s name).

25. Click on update.

26. Choose quick formatting from the gray icon at the top of the page.

27. Choose type and font.  This will update the entire template automatically.  (I selected “times new roman” and 12 pt for the MWG invitation letter template, in which also inserted MWG’s name as the closing on the template).

28. If you will be printing on letterhead containing the signer’s name and title, do not use the title under their name in the closing.  If printing on regular letterhead, place the title under the signer’s name.

29. When you are done editing, select the Word icon at the left to preview.

30. Determine if changes are needed and make them after you exit Word (without saving). 

31. Click Step 4 on the left menu to save and finish.
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