[image: image1.wmf]

Be sure to back up this document before making any changes!

This document is a bin that contains the components of a letter and letterhead. 

This document is best edited and viewed with bookmarks fields and paragraph marks as well as other non-printing characters visible. That way you can see what you are editing! To make them visible, click  MacroButton  LtrPartsViewsOn here. 
 You can change these view settings with Tools | Options | View.

These components are bookmarked parts of this document:

1. the Page 1 header which is in the bookmark: Page1
2. the Page 2 header which is in the bookmark Page2
3. the Page 2 footer which is in the bookmark Page2footer
4. the introduction (date, address, reference line and greeting) which is the bookmark ClickIntro
5. the close / signature block which is the bookmark ClickClose
6. A body including both beginning and close which is the bookmark ClickBody
7. A simple field which says “Type your letter here.” Which is the bookmark ClickHere 

Clicking on one of the links above will take you to the referenced bookmark.

Please note that for the headers and footer, what is contained in the bookmark looks like blank space, but it is not. It holds the “textbox” which contains the actual letterhead component.

When making changes in anything in this document, it is vital that you be able to see bookmark markers and that you be working with a backup. Bookmarks are about the most fragile containers that Word has. It is very easy to delete one.

Page 2 Header: (above)

        (The part of this document that gets inserted for the page 2 header is in the bookmark to the immediate left of this sentence.

Page 2 Footer (below)

     (
Some alternative date formats: 

13 January 2001
Saturday, January 13, 2001
Click Body (below)

January 13, 2001
MACROBUTTON NoMacro [Click here and type recipient’s address]
Re:
 MacroButton NoMacro Reference 
Dear Sir or Madam:
 MacroButton NoMacro Type your letter here. 
Sincerely,
Charles Kyle Kenyon
Manager

CKK:me

       
ClickIntro bookmark is below:

13 January 2001
MACROBUTTON NoMacro [Click here and type recipient’s address]
Re:
 MacroButton NoMacro Reference 
Dear Sir or Madam:
ClickClose bookmark is below. Note that it begins with a paragraph in the BodyText Style and ends with one in the Reference Initials Style.

Sincerely,
Charles Kyle Kenyon
Manager

CKK:me

This is where any new parts in future updates will be placed.

This document is Copyright 2000, 2001 Charles Kyle Kenyon. All rights reserved.




.  .  .  .  .  Head Office of (change this in the document LetterheadParts.doc) This is a textbox. Put whatever you want in it. Play with it to resize it!�Weathervane Farms





Head Office of Weathervane Farms		Mailing Address, City, State, Zip�Change this footer in the document LetterheadParts.doc	Telephone / FAX numbers











� TIME \@ "MMMM d, yyyy" �July 11, 2001�


Page � PAGE �2�	Change this Page2Header in LetterheadParts.doc








� USERADDRESS  \* MERGEFORMAT �Charles Kenyon


1901 Ridgeway Drive, Apartment 97


DePere, Wisconsin  54115-3692�





Telephone: phone #
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Press [F11] for next field





Press [F11] for next field 








�PAGE \# "'Page: '#'�'"  ��This macrobutton will only work if the template LetterheadGlobalTemplate.dot is loaded as a global template. Open that template for directions on how to do this. 


If the macro works, the word “here” will not be selected. 


If it doesn’t work the word will remain selected.


�PAGE \# "'Page: '#'�'"  ��To substitute one of these for the format in the Body, select and copy it. Paste it behind the one that you want to get rid of, and then move your insertion point (cursor) between the two and backspace once. This is delicate in that there is the beginning of a bookmark just before the date field. You don’t want to erase that.





