CREATING A LETTERHEAD

Create a Letterhead using the Online Templates
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6. The new document opens COMPANY NAME l

7. Replace the text with your data for the | = =mmmmmmmmimmmn e LIS
stationery {Botzom)

8. When you are satisfied with the .
stationery, save the document as a 1 Duana Jacison
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11. To save your new document use
“SAVE AS” so that your stationery
stays blank for future use.
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Creating a Letterhead using you Own Design

1. Begin by opening a New Blank
Document.

2. Double click in the Header Section.

3. Design your Header
a. Enter your information
b. Insert a picture or clip art
c. Insert rectangle shape and fill

4. When completed, save the document
as a Template that can be used to
format future documents.

5. The template should be saved in the
Microsoft > Template folder. This

)

Y

Header
.f;;"/(_zmw__ Sahan
/hﬂ?ml/eyy >
Jwdhiihars Forditienitbont (b st it
GO 5677295
L —

™ . - 1T i Hanna Jackson Statio oft W
: |
\l dow Save a copy of the document |
il i %
N [y Word Document l =
-~ L | Save the document in the default file brk Cross-re
J Qpen format. Il
= ] Word Tempiate | l‘"
Save L Save the document as a template that can ]
m Bé uted to format fulure documents.

Waord 57-2003 Document

hﬂ‘ Save As b IE| Save a capy of the document that is fully

compatible with Word 57.2003.
Find add-ins for other file formats

(et
Sl] print
= ) Learn about add-ing to save to other
farmats such as PDF or XPS.
7] Pupare ] Other Formats d
, T Qpen the Save As dislog box to select from
&l possible file types.
g
Ly Publisn
Q Business Contact Manager *
s
5
Chose

| 1] word Optjons | | X Exit Werd

modified Type

should open automatically.

| SystemCertificates
Templates
Charts
\. Decument Them

w

+  [@ltacksboro 15D Letter Head

L. Charts
Document Themes
Smarthn Graphics
EliDisnna Jackson Stationery Template

] stewardship Agreement
& This Spelling award
] World's Best award centificate

A Senartést Graphis
| UPreof -

[Tt 0.2 Jackson Stationery Templat] s

Save as type: [Word Template B

Authors: Disnna lacksan

= Hide Folders

Jacksboro ISD

Save Thus

Tags: Add atag

mbnail

R e ==

Microsoft Word 2007

Dianna Jackson Page 3

Intermediate



6. Now to use the template, simply open New Document _ gy, ~

a new document, click on My Templiates l Searcn i
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7. Select the template and click OK. ot =
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8. When you use the template be sure to o ‘3 L "ﬁ_i Hf-LVJ,, o '
use the Save As command to save. [~ % " e
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