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Instructions for the New Word Document Templates
To install the template on your computer
1. Locate the name-of-file.dot file

2. Place the .dot file in C:/Documents and Settings/User/Application Data/Microsoft/Templates/

Note: This is a hidden folder by default and you may need to turn on hidden folders. Please ask your system administrator for assistance.

To apply the new template
3. Open Word and select New from the File menu (this will not work if you merely click on the New Document icon)

4. In the General tab, select the new template

5. Click ok

6. You are now ready to type! Replace the sample content with your own

Using the styles
Several styles have been set up for you to use, including Header 1, 2 and 3, bulleted list style and numbered list style. It is important to understand what each style is used for to maintain consistency. Please follow these guidelines:

Heading 1 is only for the document title

Heading 2 is for the document subtitles

Heading 3 is for the titles of list items

· List Bullet items look like this

· Please use the List Bullet 2 for second tier bullet items

· Please use the List Bullet 3 for third tier bullet items, and so on with each List Bullet

7. List Number items look like this. If your numbered list does not start at one, place your cursor in the first item in your list. Right click and choose Bullets and Numbering. At the bottom of the new dialog box that appears there is a section called List Numbering with two options. Choose Restart Numbering and click ok.

Block text is used to call out or highlight certain notes

There are two ways to use the styles. First, if you simply have your cursor in a paragraph, selecting a new style will apply that style to the entire paragraph. Second, you can select only the text you want the style applied to and then select the style from the drop down menu. This is how you would apply Header 3 (blue, bold italic font) to the numbered list items without changing the fact that it is a numbered list and also how I created the list of styles in the above guidelines section.

To use the styles, please follow these steps:

8. Place your cursor within the paragraph (or select the text if you do not want the style applied to the whole paragraph)

9. Go to the Styles drop down menu, which is next to the Font drop down menu.

10. Select the style you wish applied

Please note: if in the numbered or bulleted list styles you wish to add a new line under the text without creating a new numbered line, use Shift + Enter instead of only hitting Enter. This is called a soft return.
