Technology Tips

September 23, 2008

Question:

Milwaukee County UW-Extension has new letterhead incorporating both the
Cooperative Extension logo and the County logo. How do I adapt the new
office letterhead for my use?

Answer:

The new office letterhead is a Word template saved in a shared Templates folder on the
network. To make your own version of the letterhead, go to P\UWEX\Template. You
will see two versions of the template — one with the color logos and one with the black
logos. If you do most of your correspondence in black and white, open the file called:
New Letterhead Black Example.dot.
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@ Since this is a “read only” file, the first step is to save the file with a new name. Click
File on the menu bar and then Save As in the drop-down menu. The Save As window
will open in the P\AUWEX\Template folder which has many subfolders. You will want to
save your letterhead in the folder for your program area. Therefore, if you are in
Family Living, double-click on the Family Living folder to open it.
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® Drop your cursor in the File Name box at the bottom of the window and type a new
name for the file such as Cindy New Letterhead Black.dot. Then click the Save button.
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@ The next step is to edit the template. You will notice that the logos and text are gray. This
is because they are in the header and footer layer of the Word document. To edit this
layer, click View on the menu bar and then click Header and Footer in the drop-down
menu.
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® Now the logos and text will look black and your cursor will be blinking in the header box
at the top of the page. Click next to “Tom Johnson” to drop your cursor in the text box
with the name and contact information. Edit the text to replace the name, title, telephone
number and email address with your information.
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® When you are done, click the Close button on the Header and Footer toolbar.
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@ To save your work, click File on the menu bar and then Save in the drop-down menu.
Click File and then Close to close the completed template.
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® OK. The template is done. How do you use it for a letter? Click File on the menu bar and
then New in the drop-down menu. A New Document bar will appear on the right side of
your screen with three categories in it — New, Templates and Recently used templates.

Under Templates, click On my computer...
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® A window will open showing the Template folder with many tabs across the top. Select
the tab for your program area.
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@ Your personalized template will be one of the choices. Click to highlight it and then
click the Open button.
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® A brand new document will open with your letterhead information. Do a Save As to give
the document a name and save it in one of your network folders (P or M). Then type your
letter!

“Technology Tips™ is an intermittent publication for UW-Extension staff written by Carolyn Johnson, Assistant Director, UW-
Extension, 932 South 60th Street, West Allis, W1 53214-3369, 414-290-2430, carolyn.johnson@ces.uwex.edu. These tips are also
posted on the web at: http://milwaukee.uwex.edu/technology/



