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Microsoft Word Exercise #11: Templates (Fax Covers)
In previous lessons, you learned how to change various attributes of the text.  Font type, size, color are just a few of the features you can change in order to make your documents easy to read and visually appealing.  In and of themselves, they may seem rather self-evident.  Indeed, those of you who have used Word for any length of time learned these features almost from the outset.  In the next sequence of exercises, you will study some of the more advanced formatting tools which you can use to change the look of your documents.

Word comes packaged with templates of various sorts.  A template is a pre-made document which contains text, styles and formatting geared to a specific function.  Templates contain placeholders or special places in the document where you type in subject specific information indicated by the label which appears immediately adjacent to it.  
Fax cover sheets, reports, letters and memos are just some of the documents which the programmers have created so you don’t have to write them from scratch.  There are templates available for you to create resumes with and we will be working with all of them in due course.  Templates, therefore, are valuable tools geared to get you up and running with a specific document type in minimal time.  What may have taken two hours in the past to create a professional looking fax cover sheet, for example, now takes only 15 minutes.  In this lesson, you will learn how to create a fax cover sheet and how to modify it to suit your specific needs. 

Please read the following paragraph carefully as it is crucial for successful completion of this exercise!
Pretend that you are a production manager for ABC, Inc., a company which manufactures bicycles.  Your job is to make sure that the tires get mounted properly onto the rims.  For some reason, you’ve run out of tires and need to quickly place an order for more.  Ms. Jones at XYZ, Inc., your supplier, is a very good contact who can ship your tires today so that you will have them by tomorrow morning.  You think to yourself that faxing an order is probably the speediest way to place the order but creating a fax cover page from scratch will take too much time.  What can you do?  In the steps below, you will learn how to create a fax cover page in a short period of time.
1. Start the computer if it isn’t on already and log into Windows 2000.

2. Launch Microsoft Word.

3. On the View menu, click Task Pane.

4. Click General Templates in the New from template section to open the templates dialog box.

5. Click the Letters & Faxes tab.

6. In the space below, write down 3 types of letter and fax templates.

7. Click the Contemporary Fax icon.  Note that the template appears in the preview pane on the right side of the screen.

8. Click OK.  A new document with the placeholders appears.

9. Click the placeholder [Click here and type address].

10. Type ABC, Inc. <ENTER>, 222 N. 1st Street, <ENTER>, Phila., PA  19111 to enter the text in the placeholder.

11. Click the From placeholder [Click here and type name], and then type your own name.

12. In the space below, write the names of three additional placeholders and what they are for.
13. On the File menu, click Save As.  The Save As dialog box appears.

14. Click the Save as type dropdown arrow and then click Document Template.

15. In the File name box, type your last name followed by Template.

16. Click Save.  Word has now saved the file as a template.
17. Exit Word and re-launch it.

18. Repeat steps #3 and #4.

19. Click on each of the tabs in the templates dialog box until you locate the tab inside of which your previously saved template appears.  In the space below, write down the name of the tab.

20. Click on the icon of your saved template and click the OK button.
21. Click the To placeholder [Click here and type name].  Type the name of the individual to whom you wish to send this fax as indicated in the last paragraph on page 1 of this handout.

22. Click the Fax placeholder [Click here and type fax number] and then type (800) 123-4567.

23. Click on the paragraph that starts with Select this text and delete and then press <DELETE>.  The instructional text is deleted.

24. Type Please overnight 500 more bicycle tires.

25. Press <ENTER>.

26. OPTIONAL: you may print your fax cover by clicking the Print command from the File menu and pressing OK. 

27. At this point, please as your teacher to check your work.
