O ONe @ CREATE A NEW DOCUMENT

A quick start guide to creating a document with the
CONTENTS APPS FOR OFFICE wizard.
e Set up your Favorite templates

e Create a New Document

Start the template
Add the Document Details 1. Start the template

Update the document
contact and office address Home Ins

details |%1 |% |%

Favorite Favorite Favorite

Complete the Report Wizard
screens

Favorite Templates

5. Cancel the Wizard
Add the Document Details

¢ Click the Favourites button that maps to your template.
A new document based on the selected template will open.

[Customer Name]
rcens
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CONTENTS ¢ The Document Details screen is displayed.

e Set up your Favorite templates

P il e |
e Create a New Document | pocument petais

|| DoamentDetait | Document Contact | i

Start the template e

Enter your document ti i tion in the:

Add the Document Details R

ooaumentType: | =] i

Update the document

smament e |

contact and office address PR | |
details | e R

Confirm author details in the fields below:

vis
Glossary Required? & ffesi " o

Complete the Report Wizard = o - el (e o)

screens [T e——
R

5. Cancel the Wizard

Add the Document Details | _ e
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CONTENTS 2. Add the Document Details

e Set up your Favorite templates ]
Complete the document details screen.
¢ Create a New Document

1. Start the template

2. Add the Document Details P R~ | .|
‘Document Details Document Details
Update the document s | e e
contact and office address e ——— 1o
details R g —
. Tz | -l i Coament Type: | Proposel |
Complete the Report Wizard s | et | P
screens P— ] . A -
Document Release Date: | 11/03/13 Document Relesse Date: | BV
- Enter ddjmm/yy format. Enter ddjmm/yy format.
5. Cancel the Wizard ; e e -
 iYes! " No ‘Gossary Requined? Yes N
Author Name: | 3o Smith Select therequired glossaries below (utple choce) Pt Hame: | Andrew Smith Select the requred gossaries bekon (ultile choce)
Add the Document Details N — P e [ r_
oo [ e [ 55
(| : Cancel : Cancel
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CONTENTS Update the Cover page details.

* Setup your Favorite templates e Customer Name

e Create a New Document The name of the customer receiving the document

Start the template e Department Name

Add the Document Details The name of the department receiving the document,

Update the document

contact and office address
details Select the document type, such as, “Report” or “Proposal”, from the

drop-down menu or type a new one.

e Document Type

Complete the Report Wizard
screens e Document Title

5. Cancel the Wizard The name of the document, such as, “A Great Solution”.
Add the Document Details e Document ID/Number

The reference number for the document. If you do not enter a
number, the macro will assume you do not need to add this and
remove the field.

If you need to find this information later, add something here and
replace it.
¢ Document Release Date

The date the document will be sent to the recipient.
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CONTENTS Complete the Author fields for the version history table, if required:

e Set up your Favorite templates e Author Name

e Create a New Document The person writing or setting up the document

Start the template e Title

Add the Document Details The author’s job title
Update the document

contact and office address
details

e Department - the author’s department within the organisation.

Complete the Report Wizard Choose to include a Glossary in your document.

screens

e Yes
5. Cancel the Wizard

Add one or more glossaries and then select the specific glossaries

e No

Remove the glossary section.
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CONTENTS

T e T 3. Update the document contact and office address details

* Create a New Document Click the Document Contact tab, to display the default office and

Start the template personal contact details.

Add the Document Details

Update the document wspporctiscom ®® 0® L
contact and office address Document petails
. |
details | csamentoents Doanert Gt |
: et ooss the ot et o e ot
Complete the Report Wizard e o .
screens Lo (e <] |
. . ,T Contact | Andrew Smith
5. Cancel the Wizard - ,& —
Title: r
. stida | vic | ssz Ea
Add the Document Details L
Vi Telephone: | 039999 1234
o [ oz | [EEmE
wep: | Www-appsforoffice.com Emai: | asmith@appsforoffice.com
' Goon +6139939|1122 Lok up Contact i
Fax:
The details displayed in these ‘the cover page of the d
i added to = will be added to the
tion Page. Country Regior ine the i tice used .
| o 1 e |
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CONTENTS

Set up your Favorite templates

Create a New Document
Start the template
Add the Document Details

Update the document
contact and office address
details

Complete the Report Wizard
screens

5. Cancel the Wizard

Add the Document Details
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Confirm the default details are required for this document, or type new
details if necessary.

You can also:

Select a regional office from the Office Location drop-down menu.
The information for the new office location replaces the default
office details.

Select an alternative contact person by clicking on the “Lookup
Contact” button.

The information for the new contact person replaces the default
details.

Click OK.

The document is updated with the information from this screen.

Click Cancel.
The document is not updated, and the document will be displayed.

You can now update and work with your document by typing your
content manually.
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CONTENTS 4. Complete the Report Wizard screens

e Set up your Favorite templates ) ] ]

A template can have up to six Wizard screens defined.

¢ Create a New Document
Start the template The Wizard screens give you with options to choose the content that
Add the Document Details you want included in your report.

Update the document There are two parts to each Wizard screen:
contact and office address

details ¢ One of each Primary Option, such as Region, must be chosen.

Complete the Report Wizard * Sub-options, listed below with squares, are selected if you require or
SCICER can be ignored.
5. Cancel the Wizard

Add the Document Details
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CONTENTS Primary Option

* Setup your Favorite templates ¢ Select the option that is relevant to your document.

e Create a New Document Example: Is the document for a local or a national customer?
Start the template Selecting an option, changes the sub-option list, and the tip.
Add the Document Details
Update the document Sub-Options

contact and office address
details e Select the sub-option(s), if any, that are relevant to your document.

Complete the Report Wizard If you do not select a sub-option the content marked for the sub-
screens options will remain in the document.

5. Cancel the Wizard
Click Next

Add the Document Details

e The next Primary Option screen is displayed.

Each template can have up to six Primary Option screens.

Click Finish

e The wizard generates the document according to your selections.
The Finish button is displayed on the last Primary Option screen.

The Wizard keeps the content associated with your selected options.
For example, if you chose National, the paragraphs identified for
local customers will be deleted.
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CONTENTS
e Set up your Favorite templates 5. Cancel the Wizard

e Create a New Document  Click Cancel on any screen with “Wizard” in the title.
Start the template

Add the Document Details

Drake Report Wizard

Update the document
contact and office address
details

Complete the Report Wizard
screens

5. Cancel the Wizard
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Add the Document Details

ot | |
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