Envelope Tutorial Documentation
By Charles Kyle Kenyon
Introduction

This is a preliminary issue for freeware. I tossed it together to answer a request for help with an envelope. It includes a #10 Envelope with two text boxes, a graphic, and fields including a barcode field. To move from field to field, use the F11 key.

What Is Included

This documentation.

An envelope template: and Kenyon Envelope Sample.dot.

This is a #10 Envelope with two text boxes, a graphic, and fields including a barcode field. To move from field to field, use the F11 key.

A global template: EnvelopeExtra Tutorial Global Template.dot

This is for use with the Envelope Wizard and is to give you more control over the formatting of your envelopes. 

(Envelope Wizard – Tools ( Envelopes and Labels…)

Macros

Both templates contain macros. The macros in the envelope template are open for viewing. Those in the EnvelopeExtra global are locked from viewing to protect proprietary information.

The envelope template will work fine without the macros. The primary macro in it simply selects the Addressee name field when the template is opened or when a document based on it is opened.

The macros in the global do the following:

1) Display a dialog box with information about the template when it is opened (but not when it is used). This also informs the user where his or her Startup folder is to be found.

2) If someone attempts to create a document based on the global template, a macro informs that person that a global template is not intended to be the basis for a new document and closes itself.

3) The information dialog box is also available within Word under the Help menu.

The tutorial will work fine without these macros. They were included, first, because I wanted to digitally sign the documents, which requires a macro project, and second because they do useful things.

Installation

The envelope template can go in your Letters and Faxes templates folder. The global template, if you choose to use it, goes in your startup folder. If you open the template, it will tell you what your startup folder is.

Making it work for you

The documentation for the EnvelopeExtra template is contained in the template. Open it (with or without macros enabled) to see how it works.

The envelope template is very ordinary. It is set up to be easily modifiable. If you don’t want a Postal Bar Code on your envelopes, you can delete that field. The other fields are “MacroButton” fields. If you click in one of them, and press Alt‑F9, it will show you the field “Codes.” You can change the text in these to whatever you want. The text is that part which follows “MacroButton NoMacro” in the field’s code. See my page on Fields for information on the MacroButton Field.

Updates

Updates (if any) will be posted on the download page (below) of my web site. Sending me an e-mail 2001.01HYPERLINK "mailto:EnvelopeExtraTemplate.Registration@addbalance.com?subject=EnvelopeExtraTemplateVersionRegistration"

registration
 makes it more likely that you will be notified of any changes.

Other downloads available

You may find other downloads including tutorials, letterhead, and toolbars at:

http://www.addbalance.com/word/download/index.htm
This is freeware. It may be copied and shared freely so long the copy is complete and unmodified. For any other use, please contact me.
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