
INSTALLING TEMPLATES AND MACRO FILE

(PC Version)

WORD 97

Install "Normal.dot", "SSP_Template.dot" and "Macros.dot" files:

(
Insure that Microsoft Word is not active.

(
Place the "Normal.dot" and the "SSP_Template.dot" files in the folder at the following location:


C:\Program Files\Microsoft Office\Templates
(
Place the "Macros.dot" file in the folder at the following location:


C:\Program Files\Microsoft Office\Office\STARTUP
(
Start Microsoft Word

(
Set your name and initials in the "Tools/Options/User Information" window.  Add the appropriate symbol after your initials:

** = District

## = Structures

*** = HQOE

(
Quit Microsoft Word.  If the prompt asks you to save changes to your Normal (Global Template)? click "Save".

(
Restart Microsoft Word.

