Creating a Template in WordPerfect

1. File
a. New From Project

n File | Edit View Insert Format Table Tools Window Help

1 ] New Ctrl+MN

E; [New from Project... Ctrl+Shift+N |

— MNew XML Document...
Open... Ctrl+O
Open PDF...
Close Ctrl+F4
Save Ctrl+5S
Save As... F3
Save Without Metadata...

b. Go to Options

Create New | Waordk On

| WordPerfect]

[WordPerfect Document]  |PY

Annual Report
Asset Inventory
Award

Book Report
Brochure
Business Card
Business Plan
CD Case

CD Cover

P} Design a Greeting Card
P eBook Publisher

WordPerfect helps you create a variety of documents, from labels to
business reports.

S[5[5[5 5[5 [5[5[5 5]

| ordPerect] v [ ceae |

[WordPe Document] |8
Annual Report
Asset Inventory Close

Book Report

gr&.:"lure Card Project Properties...
r siness i
Business Plan Add Project...
CD Case Copy Project 3
CD Cover ) ,
Design a Greeting Card Move Project
P eBook Publisher ¥ Remove Project...
Wo!'d Perfect helps you create a variety of documents, from labels to Create Category..
business reports.
Rename Category...

Remove Category...

Create WP Template
Edit WP Template

Show This Dialog at Startup
Personal Information...

Refresh Projects...




3. Name it Family History (or a title of your choice)

Famity Histary]

4. Find Family History in the Drop down list and Select it

Family History W | Create |
[Presentations]

i o
[WaordPerfect]

S, B
Business Forms

==
Communication Ogors

Comespondence, Business
Creative Projects Help
Custom WP Templates
eBook Publishing
Education
Event Plannin

Famity History Publsihing Template
Health and Fitness

This is a template for typing famil Home and Family

Home Managemeant

Investment

Job Search

Legal

Parsrm=l Fimzmess

5. Go to Options
6. Create New WP Template

| Family History W | Create |

hY Family Histories Template Copy to Favorites
Al

Family History Publishing

Close

hY Family Histories Templat
Y Family History Publishing
B Y This document will be used to ty

Project Properties...

Add Project...
Copy Project 3
Mave Project 3

Remove Project...

This is a template for typing family histories Create Category...

Rename Category...

Remove Category..

Remave Project.

reate WP Template

Creste Category...
Tumens Cotnoporee Edit WP Template
Remave Categary..

Creste W Templte | Show This Dialog at Startup

Edit WP Template
Personal Information...
Show This Disleg at Startup

Personal information. Refresh Projects...




a.

b.
C.
d

A new page comes up with a new menu bar across the top with the following:

Build Prompts
Copy/Remove Object
Associate
Description

File Edit View Inset Format Table Tools Window Help

s 2B Bh|l BB X YRRy |EE-EBR(TRE 0 AR N (T

|@ Build Prompts... Copy/Remove Object.. Associate.. Description... |@

|Times MNew Roman

o BT U-x & E-E-[tre  [ES|z-a [
o g pm B ooy e wibu o g Y g en o

o s o o 20 o g . A B g

Y Y

]

Y

8. Click on Description
a. Type in your description
b. “This is a template for typing family histories”
c. Click OK
D <Elk
This is a template for typing family histories]
9. Go to File, Save
File | Edit View Inset Format Table Tools Window Help
Mew Ctrl+N
Mew from Project... Ctrl+5hift+N
Mew XML Document...
Open... Ctrl+0
Open PDF...
Close Ctrl+F4
Save Ctrl+S
Save As... 3
Save Without Metadata...




10.  Template Box Pops up
11. Click in Family History
12.  Give your Template a Name Description:

a. “Family History Publishing” This is & template for
b. Click OK typing family histories

Template name-
Family History Publishing] |

TEMpISE caEgany,

eBook Publishing
Education

Event I-'I.a‘r'lnrr'li ]1

Health and Fitness

Hrme and Farmibe

13.  Look in the Title Bar and you will see that it is a Template with a .wpt extension

gm BT VIEW MSeIT FOITar  Ta0ie TG0t WINtow — Fep, —

BB AERRO-C- X (VRS A - |E CH- Dk B e AR

& Build Prompts.. Copy/Remove Object... Associate.. Description... |@

Times New Roman vt vBZU-x%-E-gi N M= 00 [
eI I B I e I

§ [ A R

14.  Now that you are in your template, you need to format it

15.  Page Margins and Layout
a. Format (on the tool bar), Page, Page Setup

File Edit View Insert Format | Table Tools Window Help
/2B G @E| o For. R |/-Ker-|iE-E-8
&7 Build Prompts... Copy/Re  -"° "l
Paragraph 3
v e
Columns... =
Page 3 | Page Setup... |
Justification 3 Center...
Margins... Ctrl+F8 Suppress...
Make It Fit... Delay Codes...
Keep Text Together... Force Page...
restng k MNumbering...
Envelope... Insert Page Number...
el s Border/Fill..

QuickFormat...
Graphics Styles...
Styles... Alt+F3




Dialog Box pops up

a. Set the “printer page types” to Letter

Orientation - Portrait

Current and Following Pages
Set the top margin to 1", the Bottom .75" and the sides both to .5"
Click on the Layout Tab at the top

o a0

Page Setup LE}"OL.I‘tl

Page Definioon

(e

|P'rir1ter page types

W | Restore |

Mame

B Envelope £10

B Envelope BS

B Envelope C5

B Envelope DL

B Envelope Monarch
E Executive

= Folio
e | 203

Size

4.1inx9.5in
5.9iINnx9.8in
5.4in x9.0in
4.3inx8.7in
3.8inx 7.5in
7.2inx10.5in
8.5inx 13.0in
S2oinx140in

ﬁ Letter

8.5inx 11.0in

]

| | Edt

- Orientation

(®) Portrait i) Landscape

El
(®) Current and Following pages

() Current page only

Document marginﬁ

| Equal | | Minirmum |

Left
Right
Top:

Bottorn:

| | Cancel




17.  Click on Book (side to side) for two sided printing
18.  Two sided binding
a. Increase Margin for Inside .5"
1. This will keep the inside binding from being bound.

Page Setup | Layout

Two-sided printing
Coff
| (®) Book (side to side) |
) Tablet (top to bottom)

Binding

Increase margin for

® | cft Top
Right Bottom Alternating

Two-sided binding
Increase margin for p5™ i

) Qutside

Divide page

Columns 1 E
Rows 1 E

19. Click on Save every once in a while to make sure you don’t lose your work.

==
Edit View Insert Format Table Tools Window Help

# New Ctrl+N

- Mew XML Decument... b z : =
o G or File t Wiew |nm
Open PDF...
Close Ctrl+F4 m E E @ @ % |
[ sawe Chrlss | —
Save As... F3
Save Without Metadata...



20.  Spacing - Set the spacing for the document by going to Format, Line, Spacing

21.

Format | Table Tools Window Help
et B lE-iE-E-E Ak E
| Line 3 Tab Set...
e
- Paragraph 3 Height...
Sl* o [
Columns... | Spacing... i L
Page 3 MNumbering... -P—‘—A
lustification 4 Center Shift+F7
Margins... Ctrl+F8 Flush Right Alt+F7
Make It Fit... Flush Right with Dot Leaders
Keep Text Together... Other Codes...
Typesetting 3
Envelope...
Labels...

QuickFormat...
Graphics Styles...
Styles...

Alt+F8

When the dialog box comes up set it to 1.2", click ok

22.  Paragraph Formatting - Format, Paragraph, Format

|

m Table Tools Window Help
Font... F9 [i] * @ ‘
Line Lo
-| Paragraph 3 | Format...
Columns... Paragraph Numbering...
Page 3 Drop Cap...
Justification 3 Border/Fill.
Margins... Ctrl+F8 Indent F7
Make It Fit... Hanging Indent Ctrl+F7
Keep Text Together... Double Indent Ctrl+Shift+F7
Typesetting 3 Back Tab
Envelope...
Labels...
QuickFormat...
Graphics Styles...
Styles... Alt+F3




23.  Inthe dialog box:
a. First line indent .3
b. Spacing between paragraphs 8pts
C. Click ok

First line indent:

Left margin adjustment::

L= | Clear Al |
() Mumber of lines . [EI

(@) Diztance in points

24.  Now it is time to start on the first page
a. We want the title on the first page to be centered Vertically

1. Format, Page, Center
sert | Format | Table Tools Window Help
| Font... |/ A g - |iE i EE
yIRe Line 3 | @
_— Paragraph 3 _
i - AS -{<None> | | ]
— Columns... =
Page 3 Page Setup...
Justification v Center.. |
Margins... Ctrl+F8 Suppress...
Make It Fit... Delay Codes...
Keep Text Together... Force Page..
Up=sing . Numbering...
Envelope... Insert Page Mumber...
e Border/Fill..

QuickFormat...
Graphics Styles...
Styles... Alt+F8

25.  Click Current Page, ok

Center Page(s)

(®) Current page 1
() Current and subseguent pages ! Ca

() Mo centering | H p_i

L]
-



26.  The cursor goes to the middle of the page

a. Center this page horizontally Click the Format, Justification, Center or click the
justify button
t | Format | Table Tools Window Help WD[dPEI'fE.‘Ct X? T [CZ\USE‘[S\TDKEH_DUDV
Font... /A s - |iEiErEC-H B Insert Format Table Tools Window Help

i Line 3 = . =
- e I 3HXEBBO-C- % ¥Ry
= Columns... m'L.—‘| 5 e e - L L

Page o DR S S .opy/Remove Object.. Associate.. [Bescrgtion... | I
L — I
Justification v [v] Lett Ctrl+L Vl'll I”,|]3 I U |3 = - <MNo
Margins... CirleF8 —Right Ctrl+R = BT
Make It Fit... | |Cemel Crl+E or E Left
Keep Text Together... Full Cirl+] n R —
_E Einht
Typesetting 3 All =
Envelope... % Center
Labels... E F
ull
QuickFormat... % All
Graphics Styles...

Styles... Alt+F8

27.  Build Some Prompts
a. Click on Build Prompts

%

File Edit View Inset Format Table Tools Window Help
DE2EAS| P EmS-C-|BIU-7-¥ | Bi=E
E Build Prompts... .)ﬂpyfRemmre Object... Associate.. Description.. | (£

Times New Roman v|12 vB I U-~x2 ®-E-AZ - <No

28. In the Box click Add

e
Cancel
Paste
Move up Move down =
Add the prompts your template will Pelde
display. Paste the prompts where
you wart the responses to

29.  Another box appears - Type in “Add the Title” — Click ok

Prompt:
| Add the Tie]

Link to Address Book field:

| <MNone> v |

["] Show all available fislds




30.

31.

32.
33.
34.

The Prompt Builder comes back — Click on Add

Template prompts:
Add the Title

Move up Move down

Add the prompts your template will
display. Paste the prompts where
you want the responses to
appear.

“Add the Author” Click OK - the Prompt Builder reappears.

Prompt:
| Add the Author

Link to Address Book: field:

|<None>

[] Show all available fields

Place you’re your cursor is on the page and location where you want your title to be

Select “Add the Title” and click on paste

Title appears on the page where you cursor is

Template prompts:

Add the Title
Add the Author

| | Paste | |

| Maove up | |Movedawn|

Add the prompts your template wil Delete
display. Paste the prompts where
you wart the responses to

10

Template prompts:
Add the Author

Move up | |Mo\redown|

Add the prompts your template will Delete
display. Paste the prompts where
you want the responses to

[Add the Title]




35.  Now we need to style the title

a. Select “add the title” on the page, s
Addthe Title
Textis
Selected
b. click in the styles box and select “Heading 1"

Is Window Help

I TU-»-¥BER|IFQIEE Q] *] A R=ln;
iate... Description... | E
U-x? &- F -4 - A0 g5 | ER A
e — L
Heading 2
Heading 3
Heading 4
Heading 5
QuickStyle...
Title is now
Styled with
Larger Type and
is Bold
\ [Add the Title]

36.  Now hit the enter key about 13 to 17 times (whatever you think looks good)
37.  Make sure you are still centered and type Weritten by on the page and then hit enter

Written by
| «— Cursor

11



38.  Click enter 2 times and then and select “Add the Author” in the prompt box and click
paste

Template prompts:

Add the Authar

Move up | Move down |

Add the prompts your template will | Delete
display. Paste the prompts where e
you want the responses to

appear. | Personal...

Written by

39.  After your title page is done, close the prompt builder by clicking the red x in the top
right corner.

Written by
[Add the Author]

40.  Adding the Page Numbers

a. The title page usually has no page number and the second page will be a table of
contents that has the Roman Numeral ii for the page number. The first page is the
Roman Numeral I but remember we do not want any page numbering to show on
the title page.

b. The first written page of the document will have th numerical number 1.

12



41.

Adding the Roman Numeral to the Title Page

a. Hit Ctrl + Home, Home
1. This command will put you at the very top of the document. Make sure
you click on the Home key twice while holding down the ctr key on the
keyboard.
! Ex I | Fi Fz | Fl | Fd I F Fa | T | Fa I (3] F'l,'|| 11 |.|'::"
- w £ 5 % A & { ] - | [—
| | 11 2}]13]4]s5]e]jr)ja]slol" = | ——
mlalwle]r[t]v]uli]o]r]{]]].
(emes[als|D[Fla|n]a|x[c] [&f e
= . =
x[clv|e|[n|m Tt e
AL g [ A G = o
b. Click on Format, Page, Numbering
Format | Table Tools Window Help
Font... F9
Line :
Paragraph 3
i + A ~ Heading 1
Columns...
Page Page Setup...
Justification Center...
Margins... Ctrl+F& Suppress...
Make It Fit... Delay Codes...
Keep Text Together.., Force Page...
Type=ting Mumbering...
Envelope... Insert Page Number...
Hibch Bordler/Fill..
QuickFormat...
Graphics Styles...
Styles... Alt+F8

13




C. A popup box will come up with the defaults - you will change those defaults

Position: | Bottom Center "

Page numbering format:

|2 3|

| oK | Cancel || Fort. | SetValue.. | Hep |

d. Keep Bottom Center selected and scroll through the options until you get to the
small case Roman Number I and then select it.

Posttion:| | Bottomn Center

Page numbering format:

s
A
A-

§-

Custom Format...

| Cancel || Font.. || SetVale. | Heb

e. The bottom of your page should have the Roman Numeral 1

14



f. We don’t really want this number on our page so we need to suppress it for this
page so that it won’t show but the numbering will be right on the next page so go
to Format, Page, Suppress

Format | Table Tools Window Help
: Font... F9 | B
" 'Z-R s |E-E-E-
] Paragraph ]
» AS ¢ <None> wila
] Columns... = |:|| 3
Page L Page Setup... =
Justification k Center...
Margins... Ctrl+F2 Suppress...
Make It Fit... Delay Codes...
Keep Text Together... Force Page...
et i Mumbering...
Envelope... Insert Page Mumber...
Lo Barder/Fill..
ChuickFormat..,
Graphics Styles...
Styles... Alt+F2
[ "
42. Check Page numbering on current page. Now the numbering is in place but not showing

on page 1

Suppress on cument page ———— |

[ |Header A [ |Watemmark A
[JHeaderB [ | Watermark B Cancel

[ | Foater A | Page numbenngl Help

[ |FooterB [ _|Al

Print page number at bottom center on cument page

15



43.  Now we need to set the Widow/Orphan option on our document. This keeps two lines of
a paragraph together either at the bottom or top of a page so you don’t have any single
lines of paragraph sitting alone either at the bottom or top of a page.

a. Format, Keep Text Together, Check Widow and Orphan, Say ok

Format | Table Tools Window Help
= Font... Fa
Line >
Paragraph L2 mduwfﬂrphan
Eolumie Prevent the first and last lines of paragraphs
P : from being separated across pages
Justification 3
Margins... Ctrl+F8 Block p‘l'DtEd
Make It Fit... [ ] Keep selected text together on same page
Keep Text Together...
=t m SRR Conditional end of page
Typesetting 3
[ ] Mumber of lines to keep together: |2 =
Envelope... i
Labels... I
| [ ok Cancel | |
CuickFarmat...
Graphics Styles...
Styles... Alt+F8

44.  Page Border — If you would like a page border around your title page:

1. Format, Page, Border Fill
Insert | Format | Table Tools Window Help
opy/Re Font... F9
3| = ' =i -E-
— b
aragrapl E.” -
— Columns.., ]
Page k Page Setup... -
Justification 4 Center...
Margins... Ctrl+F2 Suppress...
Make It Fit... Delay Codes...
Keep Text Together.., Force Page...
TEe ' Mumbering...
Envelope... Insert Page Number...
Labeh: Border/Fill.. I

QuickFormat...
Graphics Styles...
Styles... Alt+F8

16



45.

46.

47.

b. You can choose from line or fancy

C. Click on the border and color you want and make sure “Apply border to current
page only”
d. Click ok

Border | Shadow | Advanced

Border type: . Lirle 1 Discontinue

Awvailable border styles:

Heawy Double

Caolor:

Line style:

Apply border to cumrent page only

Click behind “add the Author” at the bottom of the page or hit the “Pg dn” key on your
keyboard (so your cursor is below all text) and then hit Ctr+Enter on your keyboard to
start a new page.

If you want a table of contents follow the steps below. If you want to just start your
history skip this section.

Table of Contents

a. On the new page - Click on the top of the page to make sure you are at the top of
the new page

b. Type “Table of Contents” and select it by dragging your mouse over it with the
left key pressed down.

able of Contents

17



C. style it with Heading 2

- % - A - s ERB A
o |<Mone> 4 _ 5

1% [y Headin§1 . % [y i &

eachng | ——
Heading 4

Heading 5

CluickStyle...

Table of Contents

d. This should style your heading with larger text and bold

e. Hit the Enter key twice

f. Your justification is still on “center” so go to the justification icon and click Full
Justification or go to Format, Justification, Full

Format | Table Tools Window Help

= or e Font... 2
I XE ia 2 $ = A - | <None> W Line , e e
= T S A =i
P h 3
F i 1 car‘agmp + AZ - <None» N
olumns...
E Left ‘ o >
[ [ |3 Y 298 S S s
g R|ght Justification s Left al L
B e T Margins.. CtrleF8 Right CtrleR
— Center | —— Make LFi.. Gatw GG
Keep Text Together.. Full Ctrl+)
| |
Typesetting 3 All
= Full

Envelope...

T E Fa| T Labels...

QuickFormat...
Graphics Styles...
Styles... Alt+F8

L

g. The Table of Contents can be set to generate automatically so that your headings
and page numbers are automatically placed. This way if you add or delete content
the table of contents can be regenerated to reflect the new page numbers and/or
headings.

18



Go to Tools, Reference, Table of Contents

Table | Tools | Window Help

ectn, 4 Spell Checker... Ctrl+F1

: Grammatik... Alt+Shift+F1

Thesaurus... Alt+F1

Dictionary... Alt+Ctrl+F1 o ‘
il
L

=MISER-IR R
o B B BYCE 0
Loy oS e W e B ey

Y

QuickCorrect...
QuickWaords...
‘Word Count...

Proofread 3

Language 3
Macro fs

13
Template Macro Table of Contents
Visual Basic 4

Address Book...

Mail Merge Expert... Alt+Ctrl+F9
Merge... Shift+F3
Sort... Alt+F9
Highlight G
Redaction 3
Align and Distribute...

Legal Tools 3

Hyperlink...
Bockmark...

Reference L List

Workspace Manager... (e

Settings... Alt+F12 Cross-Reference

| Table of Contents [
Table of Autherities

Generate... Ctrl+F9

Click on Define

| List | Index ICmss Reference | Table of Contents | Table of Authorities

Choose from mark levels 1 through 5.
Each mark level comesponds to a level of indentation in the Table of Conterts.

|| Mak2 || Mak3 || Mak4 ||

19



48.

J- Set the numbers and dot leaders the way you want to appear and then click on ok.
The Reference Tools box will come back up and now click on close.

Mumber of levels (1-5):
Mumbering format
Level Shyle
TableofCont 1

TableofCont2
TableofCont3
TableofCont4
TableofCont5

Shvles Page Numberng

Amernican Literature
Late Mineteenth Centuny:
[1861-1914]
Hurmor: A Sacial
Critique

Display |ast level in wrapped format

List | Index | Cross Reference | Table of Cantents | Table of Authorities

Choose from mark levels 1through 5.
Each mark level comesponds to a level of indentation in the Table of Cortents.

Mark 2 Mark 3 Mark 4 Mark 5

Define

[] Auto generate Generate [ Close I Help

k. << Table of Contents will generate here >> appears on your page

—

Throughout your document if you will use the style headings, the Table of

Contents will automatically generate you table of contents down to the level you
specified (in the illustration it is 3 levels). Make sure you use Styles for your
headings. Using Styles will automatically puts in the Table of Content tags.

m. Hit Pg dn on the keyboard and then hit Ctr+Enter for a new page

The 3" Page - This is where you will start typing your actual history. The template we
will setup will look something like the following illustration:

Given o b fisena
By Eosfmyn dvn Giligs

LIFE SKETCH OF JAY MARION GILLIES

o Fabraanr14, 1900, 2
()q:uﬂ Wi wa

mbored  Ento gy
world He wes bomn o goodly
paents 21 Vinewnd, Uish, whes
b lqved for 41 ymery
Gepndoa was 2 men who wa
foved bryall 2od evpociatty by ks
fmi, Wam o2 woadsshl
f\.‘r_!.!\ud.ﬁ'.beemd Ermdfatherhs

Oos thing 1 admired most
homt Grandpe wa s patisncs
i @t snemed Bis patisacs boew
Bo bosed Ooe fng be wa
Hﬂe-maﬂ}oe‘mnv&l'—\ai‘ﬂ H
faing hak!de'bo}gmm,wb}t.uhld:e;
bshzm-du_dg,wmlmsd'oﬁn G-mdn!
T4 ad o0 the shorm of 2 lzke 21 dav loax 2nd
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e ety aod rexpact of e
ostdenes [ boow Grandpd
'-\.'u\.woqrcdowvolﬁwmhr:
Talus think (jadging from ]
of fhe siorim I‘\'Uhaned'rgg
Diad zod my Tioces w=dl) M

befmw-.\diudr..gm Ganfls, of being '.\oﬁ
mmd by ber over- sothouisstic 'be\om
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49.

50.

a. Textbox - First we will create a text box for the title of the history or article.

b. Click on Insert, Textbox

View | Insert | Format Table Toels Window Help

£ Symbol...

= Date/Time...
Outline/Bullets & Numbering...
Variable...

Header/Footer...
Footnote/Endnote...
Watermarlk...

Graphics/Pictures
PDF Form Controls
Line

Shapes...

Chart...

Cirl+W

Text Box

Comment
Equation...

Sound...
Spreadsheet/Database
Other

File...

Object...

New Page

Ctrl+Enter

J

EWWWWADWWWWQ
i
%

Z
IéFW////W/////ﬂ//////////I/////ADW/////////WM/////W A1

Text Box Created

Now that the Textbox is created, it needs to be formatted. Formatting a text box is done
by selecting the text box with the mouse and then pressing the right mouse key to bring
up a menu. (The right mouse key is a menu key in most cases.) Left Mouse Click on

Select Box so your text box is selected.

21

1% @

[Reihassy

Edit Box...

Select Box

Delete Box
Create Caption
Group
Separate

Order
What's This?
QuickFormat
Caption...

Content...

Position...

Align and Distribute...

Size...
Border/Fill...
Wrap...
Style...

[ e




51. Size

a. Right click on the Textbox for an image menu
b. Left Click on Size
1. Set the width to full (it will go across from margin to margin)
ii. Set the Height to whatever you would like, I am going to set this one to 1

inch. Click OK.

Width

()5t [325" 2
(®) Ful )
[ Maintain proportions

sight

(®) Set: 1" L]
_VFull

() Maintain proportions
() Minimum: | 1"

52. Border/Fill
a. Select your box (You can tell your box is selected by the black squares.)
b. Right Click on the Text box
c. Left Click on Border/Fill

Edit Box...
Select Box
bt E . fo ! i Delete Box ! s

rm

i

Create Caption
Group

Separate

Order r

What's This?

QuickFormat
Caption...

Content...

Position...

Align and Distribute... | |

Size...
Border/Fill...
Wrap...
Style...

22



Choose your line style and color

e. Click on the Fill Tab and click on the 4™ grey box - this will give you about 20%
fill
f. Click OK
g. Your text box should be created
Border | Shadow | Advanced | Fil Border | Shadow | Advanced | Fil
Available border styles: Available fill styles _l

Heavy Doubl
Color:
Line style:

__DQHED

Hl:
= .

|

200 Fil

le
'g' Fareground i -
L Background: | | LI
Pattem: !-

e [y || b

e | [ ronty ] [t

53. Center Text Vertically in the Text Box

a.

E -|<None> v | - ﬁ| i By :E.| Edit Box...

Select the Box (click on it with the mouse - left key) if it is not selected (if the
black squares are not showing)
Right Click and select (with the left mouse button) Content

Select Box
o gl pey et ey BB e o g e pay g ey §
L L = L L L L Delete Box

Create Caption

ii Group

Separate
Order 3

What's This?

QuickFarmat

Caption...

Content...

Position...

Align and Distribute... 5

Size...
Border/Fill...
Wrap...
Style...

e
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54.

55.

d.

Select Vertical position of Centered

Click ok

Content type:

Filename:

Content posttion

Honzontal postion:  Centered

Vertical position:

| Certersd

Rotate text counterclockwise

(@) No rotation
() 90 degrees

(71120 degress
(") 270 degrees

+| Preserve image width/height ratio
[] Suppress box fwont print)

Center and style the text

a.

Click your left mouse button inside the text box

Z

m«.—Cursor

SRS I S

Q‘\\\\\\\\\\Yﬂk\\\\\\\\\

Center the Text Horizontally

a.

Format - Justification - center or go to the property bar and select center

Format | Table Tools

Window Help

e  Font.
Line

Paragraph
Columns..

Page

F9

3

3

3

=3
VA WRIEF=RS:
- A -/ <None> .

—_—

I! Justification

3

Margins...
Make [t Fit...

Keep Text Together...
Typesetting
Envelope...

Labels...
QuickFormat...
Graphics Styles...
Styles...

Ctrl+F8

Alt+F8

Left CtrisL
Right Cirl+R
Center  Ctr+E

l

W | Full Ctrl+)
(41 |

All

L [
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56. Add the title

a. Go to your “build prompts” again
b. Paste “Add the Title” inside the text box,
[Add the Titke]

C. select the text and style it with Heading 1
d. Hit Enter twice

A: - EET EEIERY TN
<Mone= 5

e B Pt “——BoxText k ey oy -

o

CaEtion
[Add the Title] Heading 3

= Head?ng 4
Toblestiont] [Add the Title]

TableofCont2

57. Add the Author

a. Type “Written by” space (space bar) and then Paste “Add the Author” then click
OK

[Add the Title]
Written by [Add the Author]
AT
Prompt Builder
Template prompts: oK |
Add the Autho Cancel
Add...
Move up Move down Edit...
Add the prompts your template wil Delete
display. Paste the prompts where
you want the responses to
appear. Personal...
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58. Style the author text
a. Select “Written by [Add the Author] and click on bold and italic or any other
styling you would like. Click out of the box and the title styling is done.
[BIZ U - x? ®- F - A2 -|<None> vl - EREA-
ltalic - Turn :rl;"of'F ltalic (— L e i i T i —
Ctrl+1
/l:,,: Zn
.
é Written by [Add the Author,
.
& T
59.  Creating the Header/Footer - We want to create the header on this page, but we don’t
want it to show on the first page, just subsequent pages, so we will create it and then
suppress it on this page much like we did the page number on the title page.
a. Go to Insert, Header/Footer
b. Select Header A — make sure you check “Align with document margins” and click
create
View | Insert | Format Table Tools Window Help
ots.. Symbol... Ctrl+W E Sl
Date/Time... = _—
B« y , E : (® Header A Exiit
Outline/Bullets & Mumbering... 1
e Variable... If_ () Header B Discontinue
Header/Footer. i OFeterA 0
Footnote/Endnote... | [:] Faiba B
Watermark... [ Help
Align with document margins
c. Click on Right Justified or Format, Justification, Right
Format | lable lools Window Help
1 = 1 T — = 1 Font.. Bl e
- - N QAR AN N
U E <Mone> v P o] o ol
E Left e Foop e B, o e |
= Right | . Tl

Center

B Full
=
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Keep Text Together...
Typesetting
Envelope...

Labels...

QuickFormat...

Graphics Styles...

Styles...

Alt+F8

Full
All

cles |




Click on Build Prompts Again

Paste the “Add the Title” select [Add the Title] and Bold it
Hit enter and type Written by and the Paste “Add the Author”
Select “written by [Add the Author] and Italicize it

© o o

FI|E‘ Edit View Insert Format Table Tools Window Help

Efl Build Prompts... | Copy/Remove Object.. Associate.. Description.. |B

B = | BES-C-|X- ¥R K-S0 (HkBle AL THI
| Times New Roman w12 w f U~ gv <MNone> v:| |<1<1 DDI v — E | Add W @
J T S S D S S .
Prompt Builder
Bold [Add the Title]
e Italics writtenby [Addthe Author]
Add the Title i
Cancel
Add.. [Add the Title]
| Written by [Add the Author]
| Move up Move down Edit
Add th pts your template wil
depley Paste the prompts where.
you want the responses to
appear. Personal..
60.  Add a Dividing Line
a. Go to Insert - Line - Horizontal Line and add a line to go across the page
Insert | Format Table Tools Window Help
Symbol... Ctrl+W b
Date/Time...
Outline/Bullets & MNumbering... -
Variable... - 1 | |<]<1 DDI T @ | =
Pt g g e ey Bl pos pess g
Header/Footer... L L L3 L3 L3
Footnote/Endnote...
Watermark...
Graphics/Pictures r
PDF Form Centrols * |Horizontal & Vertical Lines Iw
Line v Horizontal Line | CuleFIT g
Shapes... Vertical Line Ctrl+ Shift+F11
Chart... Custom Line... 4
Text Box L
I

[Add the Title

wri#mhy{.driffﬂmma#
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b. To Edit and Design it go to Edit, Edit Graphic Line and choose your options, click
ok

‘u’iew Insert Format Table Tools Wi

Undo Ctrl+Z
Redo Cil+Shift+Z | o (®) Horizontal line

Undo/Redo History... () Vertical line

Cut x| ek

Copy Ctrl+C — Luesnks

Paste Ctrl+V Line color:

Paste Special.. |

Line thickness:

Append

Repeat Next Action... Space above line:

Convert Case 4 Space below line:

Select 3 Fe— -

gth: | " .
Edit Graphic Box... Shift+F11 ) L [[] Use line style thickness
E e Ec 3ol i T
— Horizontal: !Fufl v! at: f_D
Lm!(s... Vettical: | Baseline vl at: D
Object... C -
OK || Cancel || LineStyes.. |
C. Select the line by clicking on it and pull the line down under the writing
[Add the Title]
& writtenby [Addthe Author] 4
d. Close the header by clicking down beneath the title box
e. Suppress the Header
1. Go to Format, Page and Check Suppress Header A on Current Page
il. The Header disappears but will appear on the pages after this one.

Format | Table Tools Window Help

Font... F9
Line A A =i Suppress on cument page ———— | oK
Paragraph 3 e = —
—— =5 Header A | [_| Watermark A -
Page 3 Page Setup... l:‘ Header B l:‘ Watermark B 'ﬂ
Justification v Center... [ |Footer & [ ]Page numbering | Hel

P
. cuers Ofocta8  CIA -
Make It Fit... Delay Codes...
Keep Text Together... Force Page...
- [ ] Print page number at bottom center on cument page
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61.  Page Number

a. The Roman Numerals need to be turned off and numerical numbers turned on.
The page number needs to be 1 and not 3
b. Go to Format, Page, Numbering
Format | Table Tools Window Help
Font... F9
Line 4
Paragraph 3
Columns...
Page 3 Page Setup... —
Justification » Center...
Margins... Ctrl+F2 Suppress... T
Make It Fit... Delay Codes...
Keep Text Together... Force Page...
prseting ' Mumbering... |E
Envelope... Insert Page Number... B
ek Border/Fill...
QuickFormat...
Graphics Styles...
Styles... Alt+F2
|
c. Change the formatting to numerical numbers

d. Click on Set Value and Set Page Number to linstead of 3
e. Click OK and then Click OK

Select Page Numbering Format

Position: I Eottom Center vl

Page : Chapter ! Volume i Secondary .

Page numbering format:

-c Set page number: 1
E- 2 (®) Mways keep numberthe same.
£- P : () Let number change as pages are added or deleted.
i v ECustom Format...| 4
[Page #] =
1. . . _ | ok Jj| Concal || repy
5 ok ||| Cancel || Font..2 || Setvae.. |

62.  Adding Columns

a. With your cursor under the text box go to the column icon and click on Format,
Columns
Format | Table Tools Window Help
Font... F9
Line *
Paragraph r |
| Columns... |
b Page o
Justification *
Margins... Ctrl+F8
Make It Fit...
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63.

c. Change the space in between the columns to .325 or .4 and click ok

Type of columns
(®) Newspaper
(") Balanced newspaper

Column widths

Mumber of columns:

(") Parallel w/block protect

Extra line spacing
i parallel columns:

Width Fi

5
e
ORO &

Space between:

‘0_325" =]

[=]

-

ook |

Cancel |

Dizcontinue

| Hep |

Congratulations your template is done!

a. Save and Close

b. File - Save
C. File - Close

=
Edit View Inset Format Table Tools

&
B

Ti

Window Help

Mew Ctrl+N

Mew frem Project... Ctrl+Shift+ N ”

MNew XML Document... =
Open... Ctrl+0 -

Open PDF... —
Close Ctrl+F4

Save Ctrl+S  [E 2
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Save As...

Save Without Metadata...

|| File | Edit View Insert Format Table Tools Help

1 New Ctrl+N
New from Project.. Ctrl+Shift+N

1 MNew XML Document..

T open.. Cirl+0
Open PDF...
Close Ctrl+F4
Save Ctrl+5S

F3

ool T31®
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