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This is about the basic letterhead templates on my website. Basic Letterhead Template The template is in .dot and .dotx format. Neither contains macros but both use some other features of Word.

Here is what the first page looks like on my computer with hidden text displayed:
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Here is the first page when field codes are shown (Alt+F9).
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Author and UserAddress are built-in Document Properties set in the system. The Telephone document property is a custom property. The letterhead is in the first-page header. 
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The .dotx version uses a Document Property Content Control for Author rather than a field.

 These mapped content controls are discussed in my web page on Repeating Data Using Document Property Content Controls and Other Mapped Content Controls.

The CreateDate field will show the date a document is created based on the template. Ordinarily, it will not change. The user, certainly, can type over it. It is  shown in the template as the date the template was saved. Using Date Fields in Microsoft Word
The MacroButton Fields are spaces for the user to type information. These predate Document Properties but serve the same purpose. The document property and macrobutton fields can be replaced with text in the template if the user wishes. The greeting MacroButton field is shown as selected because it was selected when this screenshot was taken.
If the letter goes to more than  one page, a different header will appear for the continuation page. For more about how to do this, see How can I get a different header/footer on the second page?
Here is that continuation header (without and with fields displayed).

[image: image3.png]Letterto- - Page2of 20
February19,20179





[image: image4.png]Lettertolf:-StyleRef "Tnside-Address Name"§ - Pagelf-Pagelf-of f NurPagesljs
-StleRef" Dare" 1





That continuation header makes use of StyleRef Fields and page numbering fields. The letterhead template makes use of Styles both for formatting and as reference points for the StyleRef fields.
The use of Styles in this way is explored in the Letterhead Textboxes and Styles Tutorial.

Much more information about templates and their use can be found at Templates in Microsoft Word.

How to Use one of these templates directly

Open the template you want to use

Right-click on it and select Open or use File > Open and select it
The default action when you double-click on a template is not to open it but rather to create a new document. This is what you want to do ordinarily, but first you need to fix the fields.
Add your phone number in the Custom Document Property Telephone

In the Menu versions of Word this is at the bottom of the File menu, click on the Custom tab and modify.
In the Ribbon versions of Word this is usually under File > Info > Advanced Properties
Update the fields in the Header

Get into the Header for editing and select the entire header. Press the F9 key (Fn+F9 on some computers).
Save the template and use it as a template
Updates – As-Is
Updates, if any, to these templates can be found on my website at Basic Letterhead Template.
There are no warranties to these templates. They are posted for educational purposes.
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