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Introduction

This system is composed of several parts. The brains of the system is contained in the template “LetterheadGlobalTemplate.dot.” That template is designed for use as a global template that will let you pro​duce letterhead forms that can be automatically updated. Letters typed using the old forms will not be changed, but when new letters are typed they automatically use the new letterhead. This system works with Microsoft Word 97 and 2000 (and probably with 98, 2001, and 2002). 

This system and its components are freeware. It is copyrighted, though. It is the result of many year’s work and thought. Please honor that copyright. The system may be distributed unmodified as a whole so long as no charge is made for the copy. This is best done using the zipped distribution file. People can also download the system for free, themselves.
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Installation Instructions

If you are on a network, LetterheadGlobalTemplate.dot should go into a folder on the network. The person in charge of letter forms must have read, write, view and delete privileges to that folder and its contents. All other users should have view and read-only privileges.

The letter forms must go into a folder in the Workgroup templates folder (No WorkGroup Templates location set. - This needs to be done!). That folder is the folder distributed with this system named “Letter Forms.” The letterhead parts document also goes in that Letter Forms folder. This Letter Forms folder can contain things besides components to this system but this system’s components (except for this global template). (If you opened this document with macros activated and you don’t have a WorkGroup Templates location set, you were taken to instructions on how to do this.)

A shortcut (Mac alias) to LetterheadGlobalTemplate.dot should be placed in each user’s  MacroButton ShowStartUpPathLetterheadGlobal Word Startup folder. Alternatively, you can configure the network login script to copy the template to each user’s Word Startup folder upon login if the version on the network is more recent than that on the user’s computer. This makes updating the system easier. (If you are not on a network, LetterheadGlobalTemplate.dot can go directly in your  MacroButton ShowStartUpPathLetterheadGlobal Word Startup folder which is f:\word\startup.)

Features of the System

Flexibility

You can make as many forms as you like and the menus can be modified to show the form contents rather than Letter 01, Letter 02, etc. Any time you change your letterhead, all of your forms will update automatically.

Toolbar (kept in LetterheadGlobalTemplate.dot) and macros for loading letterhead.

The toolbar contains a menu of letter forms which you can find under your File Menu (just before New). (If you prefer it elsewhere in your installation, use 

Tools ( Customize…

to move it to your preferred location. Remember, before you move it, you must have LetterheadGlobalTemplate.dot open and the “Save Changes in:” window in the Custom​ize Dialog Box must say “Documents based on LetterheadGlobalTemplate.dot.”

Components of the System

Letterhead System Documentation.doc – this file

This file contains all of the documentation for the system.

LetterheadGlobalTemplate.dot 

This global template contains the macros that power the system as well as the menu that lets you start a new document based on any of the letter forms. It is the “brains” of the system. You can either use it as is or modify the menus to suit you.

LetterheadParts.doc

This document is a bin that contains components for your letter forms. If you change one of these components, it will change in all of your forms. It is a document rather than a template. This document is the “heart” of the letterhead system.

· Treat it with kid gloves! 

· Always work with a backup when making any changes! 

· If you change the Styles in any of the forms, those styles must be changed in all of the forms. Note that all Styles in LetterheadParts.doc have been copied into the all of the letter forms. You can change these styles to suit you – but then do be sure to copy the styles to all of the letter forms. See http://www.addbalance.com/usersguide/styles.htm for more information on Styles and how to copy them from one document/template to another.

The Letter Forms folder and templates

The Letter Forms folder must be placed in your  MacroButton ShowWorkgroupTemplatesPathLetterheadGlobal Workgroup Templates folder: No WorkGroup Templates location set. - This needs to be done!. It holds LetterheadParts.doc and empty templates. You can add more to it any time you wish. Ten of the templates are named LetterForm01.dot – LetterForm10.dot. For the menus to work these should not be renamed. You can substitute any text you want in these and can change the wording in the menu using 

Tools ( Customize…

and right clicking on the menu item you want to change.

If you are going to use them with 

File ( New…

(like other templates) and ignore the menu, you can name them anything you want.

Forms List.doc

This is a list of the letter forms in this system. This list is available from the Letter Forms menu. (Again, this will only work when you have installed this system.)

How to use the system

First, installation: put the components where they belong  

LetterheadGlobalTemplate.dot belongs in your Startup Folder. That will turn it into a “global template.” For more information on global templates (and templates in general) see my web page on templates: http://www.addbalance.com/usersguide/templates.htm. As an alternative, you can place LetterheadGlobalTemplate.dot wherever you wish and put a shortcut or alias to it in your Startup Folder. This alternative is preferable when the system is used in a networked environment. See also: Networked systems: Alternative placements.

This documentation should be kept in the same folder as the global template because it relies on macros in that template to show the locations of your 

The Letter Forms folder belongs in your Workgroup Templates Folder. This folder contains 10 letter form templates as well as the Letterhead Parts. If you open any of the letter form templates, you will find apparently blank pages. These forms contain no macros but they do have Styles. These are for you to put your form letter text into. To see how they work, instead of opening one, double-click on it to create a document based on the template. (If you have placed the forms folder into your Workgroup Templates Folder and restarted Word, you can test it by clicking  MacroButton LetterForm01 here.)

If you already have a folder in your Workgroup Templates folder named “Letter Forms” that is fine. You can simply copy the contents of this system’s folder into your folder.

The letter forms in the Letter Forms folder will work fine as templates for letters even if you move them to a different folder or rename them, but the Letter Forms Menu won’t be able to find them if they are in a different folder or renamed.

Second, try it out – as is.

Once you have placed the components where they belong. Close Word and re-open it. Look under your File menu and you will find a new menu item “Letter Forms.” Click on it and pick any of the forms. Right now, these are all the same. We’ll change that!

There are three kinds of letter forms in this system.

The first is a blank letterhead. When you base a document on this, it opens up your letterhead and starts the document out in a paragraph formatted for a date.

The second is hopefully more useful and easier to use. It is a formatted letter ready to type and already has placemarkers for the letter components.

The third is a form letter. Ten samples are enclosed but there is no limit to the numbers that you can use. (Only ten show up in the menu here, but that is only a limitation on the menu, not on your ability to have more templates. While these templates rely on the other system components, you can store copies of them that you modify anywhere and they will continue to work (so long as the letterhead system is loaded). You would customize these by adding your own letter text.

Third, make it your own!

This system is designed to be used, not just to show off what a clever fellow I am! To use it, though, you will need to do some work. Before you start doing customizing the system, be sure that you have a backup! Once you have it working for you, make another backup before you make any modifications.

Take a look at your current letterhead and set the parts to fit. 

1. If you are going to use pre-printed letterhead, you want to modify the parts in the LetterheadParts.doc holder that correspond to your pre-printed letterhead. Do not delete these parts, though! Be careful to not delete any bookmarks! Empty the textbox which is the sample letterhead in Letterhead Parts and size the textbox so that it takes up the same space as your pre-printed letterhead does now. You may have to play with size and position some. Also, you may have to format it to have no background. Do the same with the textboxes designed for the Page2 header and footer. Set the header for the second page the way you want it.

2. If you are going to print on blank paper you will need to layout your letterhead text and graphics and put them into the textbox for Page 1, likewise any graphics or text for the header/footer on page 2. Remember to use styles for your letterhead, header and footer text. Make sure that those styles are copied into the letter forms.

Then set the date format, addressing, letter opening and closing the way you want them. Remember to use styles for formatting!

Once you have modified the parts, try each of the three kinds of forms (blank, formatted, and form) on the menu to make sure that it works the way you want.

Then try to customize one of the letter forms. Note, for these to work with the menu, you cannot rename the forms! If you don’t care about the menu, feel free to name them anything you want. To customize a form, open it (right-click from Explorer and Open). You’ll see a blank page with a single paragraph that gives you the name of the form. These are set up so that the introductory parts of the letter are inserted before any text and the closing is inserted at the end. The text of your letter should be formatted in the Body Text style. Again, it is essential that the styles remain uniform through all letterforms.

Save the template and try it out either from Explorer or the Letter Forms menu. 

Don’t worry about messing up one of these forms, they are all the same and if you mess one up you can simply copy another starter form to the same name and start over.

Customizing or Removing the Letter Forms Menu

While you can’t rename the forms and have them work with the menu there are a couple of work-arounds. First, you can change what they are called on the menu. To do that, you need to Open LetterheadGlobalTemplate.dot and use:

Tools ( Customize…

Find the Letter Forms menu and right-click on the form you want to rename. Go to Name: and give it the name that you want to appear on your menus. If you want to use a keyboard shortcut on the menu, put an ampersand (&) in front of the letter that you want to be the cue. If you have more than ten forms and want them on a menu you’ll want to consider upgrading (see Appendix, below) or using Shortcuts.
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You can remove the menu the same way. While the Customize dialog box is open, simply drag the menu off your 

Using Shortcuts To Give Meaningful Names to Your Form Letters

In Microsoft Word you can copy your forms and paste them as shortcuts in the same folder or a different folder. If you put that different folder into your Workgroup Templates Folder, its name will show up as on a tab when you use:

File ( New…

to create a new document. You can give these shortcuts any names you want. Remember that the forms only need to be in the Letter Forms folder to work with the menu. If you don’t use the menu, you can put them anywhere you want. Even if you do use the menu, you can still use shortcuts to put a menu with your own form names into your Start menu!

Putting a Shortcuts Menu Into Your Start Menu

If you make shortcuts of your letter forms with meaningful names, you can put those shortcuts into a menu on your Start Menu. To do this, create a new folder and put your shortcuts (or a copy of your shortcuts) into that folder. Give the folder a meaningful name such as “Letter Forms.” Then right-click on your Start Menu and Open it. Move your new folder containing your shortcuts into the window for the Start menu. Close the Window. Click on your Start Menu and you will see the folder. Click on the folder and you will have a list of your letter forms.

Working with the Forms List.

Yes, having letters on the menu as Letter Form 01, etc. is a pain. You can at least index your forms using a forms list. This is the last item on the menu and it is an ordinary document.

How to uninstall this System from your computer.

If you ever need to temporarily unload the macros and menus that come with this for system maintenance, use the following menu sequence:

Tools ( Templates and Add-Ins…

Find LetterheadGlobalTemplate.dot and uncheck it. This will assure that the system’s macros and menus will no longer be in memory.

If you need to completely unload this system from your computer, move LetterheadGlobalTemplate.dot out of your Startup Folder (or the shortcut to it). The macros and menus will be gone and the forms will no longer load your letterhead. Any documents prepared using the system will not be affected. It is recommended that if you do this, first use the Blank Letterhead option on the menu to prepare a couple of blank letterheads into which you can transfer your forms.

Appendix A: Where (What?) are the Word Startup and Workgroup Templates Folders?

Startup Folder: f:\word\startup
The location of your Startup Folder is shown above if you enabled the macros in this document. You can also find (or set) this using:

Tools ( Options ( File Location (tab).

If you look yourself and the path is cut off, click on the Modify button so you can see the whole name and path. Don’t modify anything – just look and write it down! Click on Cancel when you are done looking.

Don’t confuse the Word Startup folder (which can be named anything) with the Windows Start Menu Programs Startup folder. These are completely different entities that Microsoft decided to use the same names for just to make our lives more interesting.

Networked systems: Alternative placements

In a networked environment, it may be preferable to have each user’s login script copy this template to that user’s startup folder. That way, the base template is seldom in use and any changes to it can be made while others are working. (If users have loaded the template directly, it will be marked as “in-use” and any modifications will not be able to be saved under the same name.)

Workgroup Templates Folder: No WorkGroup Templates location set. - This needs to be done!
The folder path should be displayed above in blue print. If it says that you need to set this location, that means that it has not been set. You can find (or set) this using:

Tools ( Options ( File Location (tab).

If you look yourself and the path is cut off, click on the Modify button so you can see the whole name and path. Unless it hasn’t been set, don’t modify anything – just look and write it down! Click on Cancel when you are done looking.

Setting a Workgroup Templates location if you are on a network.

If you have to set this location and you are on a network, check with your network administrator. 

Setting a Workgroup Templates location if you are not on a network.

If you are not on a network, you should create a folder called “Workgroup Templates” in the same folder that holds your user templates folder. (You don’t want the Workgroup Templates folder inside the folder (Templates Folder) that holds your templates but rather in the folder that holds your Templates Folder.) Then use:

Tools ( Options ( File Location (tab)

to set this as your location. The reason you need to set this even if you are not in a workgroup is that your Workgroup Templates folder is where the macros in this system look for the letter forms.

Sorry this is so confusing. Let me try to put it another way. 

(1) Find your user templates folder, you will see it listed under:

Tools ( Options ( File Location (tab).

 (2) Find that templates folder using Explorer

(3) Go up one level to the folder that holds your Templates folder (probably Microsoft Office)

(4) Create a new folder there. You can name it anything you want but Workgroup Templates has a nice ring to it somehow.

(5) Copy the Letter Forms folder into that new folder.

(6) Go back into Word and use

Tools ( Options ( File Location (tab).

again and set your WorkGroup Templates folder to be your new folder.

(7) Check using

File ( New…

You should have a new tab for Letter Forms. If you click on it, you should see the contents of the Letter Forms file.

(8) Close and reopen this document (with macros activated) and it should show your WorkGroup Templates folder in the blue print (and not hijack you to this section).

Appendix B: Potential problems

Extra Blank Page

The letter forms may have an extra carriage return (in Body Text Style) at the end of the document. This is caused by the methods used to insert text from the components. This will usually not matter but in some cases will cause an extra blank page to be generated. If there is an extra page, try the menu choice “Delete Extra Carriage Return at End of Document” ([image: image2.bmp]) on the bottom of the Letter Forms menu. You should only use this once with any letter. If it doesn’t work, then you’ll need to try adjusting your text in other ways. (Shrink to Fit button on Print Preview view.)

The Menu Only Has Ten Forms

You have more than 10 form letters. 

You can get the upgraded system which has menus for 109 form letters for only $10.00. 

You can have as many form letters as you want, even without the upgrade. They just don’t appear on the menu supplied. They will still be there when you use

File ( New…

See also: Putting a Shortcuts Menu Into Your Start Menu, above. You can also create your own Word menus for loading these templates. This requires writing the needed macros and attaching them to menus.

Appendix C: 109-Letter System – updates, upgrades and customization

Updates to this freeware version may be posted from time to time. You can find the latest release as well as other freeware and tutorials at:

http://www.addbalance.com/word/download/index.htm.

You can purchase a non-freeware version of this system with 109 letter forms and menus that list the 109 forms for $10.00. You can also have me customize your own letterhead forms to this system for as little as $200.00.

If you are updating or upgrading from a previous version.

Backup your current system

Make a backup copy of your current LetterheadGlobalTemplate.dot and your Letter Forms folder.

Test with the new global template.

Copy the new LetterheadGlobalTemplate.dot into the location you keep your global templates (where the old one is).

If you have not yet used all ten of the letter form templates, replace any unused ones with the new ones.

Do not copy the LetterParts.doc document into your Letter Forms. This would overwrite your existing letterhead.

Copy styles from your current forms, using the Organizer, over the styles in the new templates and documents.

Then try creating a letter using the new global from each of your form letters. This should do it. If it doesn’t try copying the guts of the form that doesn’t work into one of the new templates and see what happens when you double click on that template.

Changes made in Version 2001.04

The only substantative change was moving this documentation to a separate file and revising the documentation. A cosmetic change was made to the first-page header in the forms. The About Letterhead System (under the help menu) was modified to refer to this document. All components were digitally signed using a Code-Signing Certificate issued by Thawte. This is done for your protection as the user of this system.

Changes made in Version 2001.05 (this version)

A bug fix to address a compiler error that appeared on some systems. Some macros were moved to the documentation and the documentation was extended. As with the Global template, the macro code is digitally signed.

Disclaimer – No Warranty or Promises

This software is furnished “As-Is.” There are no warranties or promises of fitness for any purpose. If you use it and it destroys your computer, your office, your building, your block, or the whole world, I accept no responsibility! I can tell you that I have used it and it hasn’t done anything of that sort when I’ve used it, if that is of any assurance to you.

Support

If you register your use of the system, it will help. I intend to keep refining this basic system as well as the upgrade. If you register, you will be notified by e-mail of any major enhancements or fixes. To register, send me an LetterHeadSystem HYPERLINK "mailto:@addbalance.com?Subject=Registration LetterHeadSystemVersion 2001.04" 

email
 with your name, address, and email address, and the version you have installed. New versions will be posted on my website and you can keep up-to-date without registering by checking the site on a regular basis.

Support is available on a pay-as-you-go basis by e-mail or phone for those who purchase the upgrade or a customized system. It is available (on a pay-as-you-go basis) by e-mail for those who simply are using the freeware system but I recommend you try the upgrade or having me customize your letterhead for you instead. It will be cheaper.

However, you are welcome to report problems with the system or documentation by LetterHeadSystem HYPERLINK "mailto:problem.@addbalance.com?Subject=Problem Report LetterHeadSystem Version 2001.04" 

email
. If I choose to make any changes based upon your report, you will be notified of the changes.

Other Freeware / Shareware Add-Ins and Templates

See http://www.addbalance.com/word/download/index.htm to review and download other add-ins and templates.

Much more to do, and so little time!

Charles Kyle Kenyon, Esq.

Microsoft Word New Users Frequently Asked Questions (FAQ) and Web Resources
Legal Users' Guide to Microsoft Word - for production of complex documents
email: LetterheadSystem HYPERLINK "mailto:@addbalance.com" 

LetterheadSystem@addbalance.com
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