Template Instructions*
Using Fields on the Templates. 
To get to the following options, double click the highlighted areas on the template.
· Drop-Down Form Field Options   (These are the highlighted text areas with drop down menus.)

· Double click on a highlighted box.
· From a Drop-Down Form Field, select from “Items in drop-down list." 
· Highlight your selection. 
· Use the arrow on the right to move highlighted selection to the top of the list. Only the top item will transfer to your document. 

· Select okay.
· The selected text/entry displays in the document.

· Text Form Field Options   (These are the highlighted areas with no text shown or where there are no drop-down menus.)

· From a Text Form Field, enter the required data in the “Default text” box.

· Select okay.

· The selected text/entry displays in the document.

Modifying the Header.
· Double-click on the header area or select View, then Header and Footer, from the Word drop down menu.  Either method results in the display of a Header and Footer tool box.  The header text is darkened allowing modifications within the header.  

· To modify the header, double click on the text and add the number and type of directive.  Drop down menus will not appear.  The same procedures can be used for adding the date after signature.

· Double-click the body of the directive to exit the header.

*
Open the templates using Internet Explorer.

