Alexandria Jaycees CPG Template Instructions

Depending on the version of Microsoft Word you are using, the instructions to enable Macros are different.  To determine the version of Word, click on the ‘Help’ menu and select ‘About Word.’  (If using an Apple with Word for Mac, click on ‘Word’ menu and select ‘About Word.’) Use this information to select your version of Microsoft Word.

Word 2003

Word 2004 (MAC): Fatal errors received while spell checking; template can still be used to write CPG just not spell check.
Word 2007

Word 2008 (MAC): This version does not support or run VBA macros; template can still be used to write CPG just not spell check.
Word 2010

Word 2011 (MAC)

For All Versions
1. To navigate between fields, hit the ‘Tab’ key.

2. Some fields allow for multiple entries, hit ‘Enter’ between each item to add multiple entries.

3. Some fields allow for selection of a single item (called drop down boxes).  Select one item from the list.

4. All fields contain help text, either hit the ‘F1’ key or look at the very bottom of the Word window for the status bar, which contains the help text.

5. Upon completion of filling out the form, do a ‘Save As’ to save the document with any title you want (i.e. <Project Name>_Preliminary.doc or <Project Name>_Final.doc).

Word 2003 (Microsoft Windows XP)

1. Open the CPG template.
2. If you receive a ‘Security Warning’ dialog box about Macros as seen below, click on ‘Enable Macros.’  Skip steps 3-8 and go to step 10.

[image: image1.png]Security Warning,

“Hi\Jeri Jaycees|20101CPG Template|2010 CPG Template_vS.dac” contains

Macros may contain viruses, It i usually safe to disable macros, but f the
macros are legtimate, you might lose some functianalty.

e | T T





3. If you do not receive the dialog box in Step 2, your Macro Security settings are probably set too high.

4. Click on the ‘Tools’ menu and select ‘Options.’
5. Select the ‘Security’ tab as shown below in red.
6. Select the ‘Macro Security’ button as shown below in blue.
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7. On the Security window that is opened, select the ‘Medium’ option button and click the ‘Ok’ button.

8. Click on ‘Ok’ button to close Options window.
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9. You may need to reopen the CPG template document and then follow step 1-2 above.

10. Fill out the CPG template.

11. Click on the ‘Alex-Jaycees’ menu and select ‘Spell Check’

12. Fix any spelling/grammatical errors.

13. Click on ‘Ok’ button on window indicating spell check is complete.
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Word 2007 (MS Windows XP)

1. Open the CPG template.

2. Click the ‘Options’ button on the Security Warning banner.
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3. Select ‘Enable this content’
4. Click ‘OK’ button
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5. Fill out the CPG template.

6. Click on the tab ‘Add-Ins,’ then click ‘Alex-Jaycees,’ and select ‘Spell Check.’
7. Fix any spelling/grammatical errors.

8. Click on ‘Ok’ button on window indicating spell check is complete.
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Word 2010 (MS Windows 7)

1. Open the CPG template.
2. If the ‘Protected View’ banner appears, select the ‘Enable Editing’ button.
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3. In the ‘Security Warning’ banner, select the ‘Enable Content’ button.
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4. Fill out the CPG template.

5. Click on the tab ‘Add-Ins,’ then click ‘Alex-Jaycees,’ and select ‘Spell Check.’
6. Fix any spelling/grammatical errors.

7. Click on ‘Ok’ button on window indicating spell check is complete.
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Word 2011 (MAC OSX)

1. Open the CPG template.
2. Click the ‘Enable Macros’ button.

[image: image11.png]This document contains macros. Do you want to
disable macros before opening the file?

Macros may contain viruses that could be harmful to your
computer. If this file is from a trusted source, click Enable Macros.
1f you do not fully trust the source, click Disable Macros.

Learn about macros

Enable Macros ) (_Do Not Open ) ("Disable Macros )





3. Fill out the CPG template.
4. Select the ‘Alex-Jaycees’ menu and click on ‘Spell Check.’
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5. Fix any spelling/grammatical errors.

6. Click on ‘Ok’ button on window indicating spell check is complete.
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