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Create A Template

Recommendations

It is recommended that you display the Forms toolbar and the Tables and Borders toolbar to your Word desktop prior to creating your templates.  This will reduce steps in creating your template. 

Add Toolbars

1. Select View | Toolbars | Forms from the Menu bar. 
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2. This will display the Forms toolbar. 
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3. Repeat steps in Step #1, except now select the Tables and Borders toolbar. 

4. [image: image58.png] This step displays the Tables and Borders toolbar. 
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Security Settings
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Select Tools | Macro | Security... from the menu bar.
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2. Select the Medium level option on the Security Level tab. 
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3. Select OK to close window. 

Convert Document To A Template

	Suggestion:  
	Create your document with tables in the areas you want to insert bookmarks, which will be populated.

	
	This prevents the form from wrapping your text.  You will also have better control on sizing and spacing text.


1. Open the existing Word document.
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Select File | Save As…
3. Enter the file name in the File name: field.

4. Select Document Template from the Save as type: drop-down list.

NOTE:  The template must be saved as a .dot format, otherwise it will not populate in CMS. 
5. Select the Save button.  
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Create Form Fields

	Suggestion:  
	Open the Forms toolbar with the following steps:

	
	Select View | Toolbars | Forms from the menu bar. 

	
	

	NOTE:  
	The CWS bookmarks are located on the County Template Data Elements and Bookmark Names guide located on the Resources|Guides|Software|Templates page of the CWS/CMS Web site. 

Link: http://www.hwcws.osi.ca.gov/Resources/Guides/Software/Templates/  


1. Place cursor where you want the text to appear on your template.


2. Select the ab| button from the Forms toolbar. 
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This will insert a blank form field.  
4. Repeat steps 1-3 for each form field desired.  
Create Bookmarks

1. Right-click in the text form field. 

2. Select Properties.  
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3. This action calls the Text Form Field Options window.
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4. Type the bookmark name exactly in the Bookmark: field of the Field Settings section. 
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5. Select Calculate on exit checkbox. 
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6. Select Fill-in enabled checkbox.
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7.    Repeat steps 1-6 for each bookmark you wish to have pre-populated.  

Long Bookmarks

	NOTE:  
	Some CWS bookmarks are too long to fit in the normal bookmark field such as CCServiceComponentType.  The limit is 20 characters. 
Follow the steps below to place these bookmarks in your template. 


1.  Select location where you want your bookmark to appear. 

2. Select Insert | Bookmark from the menu bar. 
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3. In the Bookmark name: field, remove the bookmark that is listed by selecting the Delete button.
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4. Type in the bookmark in the Bookmark name: field. 
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5.  Select the Add button to add the bookmark and close the Bookmark window.

Copy Bookmarks

	Purpose:
	Copying bookmarks allows the user to have the same bookmark (i.e. CCName) populate in more than one location on the template.

	NOTE:
	Do not enter a form field where you plan on copying a bookmark.


1. On your template, select (or highlight) the text form field/bookmark you want to copy.

2. Double-click on that text form field/bookmark.  

3. You will now see the Text Form Field Options window.
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4. Highlight the bookmark name in the Bookmark: field.
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5. Press CTRL + C on your keyboard to copy the bookmark. 

6. Select OK to close window.

7. On your template, place the cursor where you want to copy the field that you copied in step 5 above. 

NOTE:  Do not attempt to copy a bookmark in a form field. 

8. Press CTRL + F9 on your keyboard.

NOTE:  The cursor should be between the two dots. 
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9. Hold the CTRL key and press V on your keyboard.

NOTE:  This action pastes the bookmark.  The bookmark name will appear temporarily until the next step below. 
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10. Right-click in the center of the field.

NOTE:  This action will call an options window. 
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11. Select Update Field.

NOTE:  Do not enter a form field prior to copying bookmarks.
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Add Help Text…

	Purpose:
	Built-in Word functionality provides the ability to add Help Text to any form field.  You can have the help text appear in the status bar at the bottom of the screen (when cursor is on that form field) and/or by having the user press the F1 function key on the keyboard. 


1. On your template, select (or highlight) the field/bookmark to which you will be adding help text.

2. Double-click on that text form field/bookmark.  

3. You will now see the Text Form Field Options window.
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4. Click the Add Help Text… button. 
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5. You will now see the Form Field Help Text window.
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6. Your options for the Status Bar tab are:  None; AutoText entry; and Type your own. 

7. If option None is selected, nothing will appear in the status bar at the bottom of your screen. NOTE:  None is the default setting.
8. If option AutoText entry: is selected, go to step 9. If option Type your own: is selected, go to step 10. 

9. Select the Autotext entry from the drop-down list you want to have appear in the status bar once the cursor is on that form field.

NOTE:  You can edit your AutoText entries by the following command: Insert | AutoText… | New… or press Alt + F3 on your keyboard. 

10. Once you have selected the Type your own: option, in the text field, enter the text you want to have appear.
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11. Select OK to close window.

12. To have the Help Text appear when the user presses the Help Key (F1), follow steps 13-18.

13. Your options for the Help Key (F1) tab are:  None; AutoText entry; and Type your own.
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14. If option None is selected, nothing will appear.

NOTE:  None is the default setting.
15. If option AutoText entry: is selected, go to step 16. If option Type your own: is selected, go to step 17.

16. Select the Autotext entry from the drop-down list you want to have appear when the user presses the F1 Help Key, once the cursor is on that form field.

NOTE:  You can edit your AutoText entries by the following command: Insert | AutoText… | New… or press Alt + F3 on your keyboard.

17. Once you have selected the Type your own: option, in the field below, enter the text you want to have appear.
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18. Select OK to close window.

Automate The Template

	NOTE:
	In order to automate the template, the CreateReport macro must be added to the template.  The macro is added via the Visual Basic editor.


1. Select Tools | Macro | Visual Basic Editor from the menu bar or Alt+F11 on your keyboard. 
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2. Select the name of the project with your template’s name in the Visual Basic Editor Project window. 
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3. Select Insert | Module from the menu bar.  

NOTE:  A blank screen will appear in the right hand pane.
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4. Copy the code from the MasterMacro.
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	NOTE:
	Copying all the code from the MasterMacro document will add the Header Update macro (which allows updating in form fields and text update fields located in headers and protected templates) and AutoClose macro (which allows spell-checking of protected templates) to your template.



	
	· To exclude spell-checking, only copy code from the top of the document to the line before 'Spellcheck macro


5. Paste the code into the right-hand pane in the Visual Basic Editor module window. 

	NOTE:
	If you have password-protected the template and are using the Spellcheck macro, you need to add the password to the code in two places:

	
	

	
	· In the oDoc.Unprotect Password:="" line, Enter password between the quotation marks if you are using doc protection in the template.

	
	

	
	· In the oDoc.Protect Type:=wdAllowOnlyFormFields, NoReset:=True, Password:="" line, Enter password between the quotation marks if you are using doc protection in the template.


6. In the Properties window, highlight the name of the module that you just created.

NOTE:  If the second window is not visible, select View | Properties Windows


7. Change the name of the module to CreateReport. 
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8. Select File | Close and Return to Microsoft Word or ALT+Q on your keyboard. 
Protect The Template

1. Select Tools | Protect Document… from menu bar. 
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2. This action calls the Protect Document window on the right hand side of your screen.
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3. Check the Allow only this type of editing in the document: check box. 

Note:  Selecting this check will activate the drop-down box just below the check box option.  


4. Select Filling in forms from the drop-down box. 
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5. Click the Yes, Start Enforcing Protection button. 


6. Enter password, if desired. Reenter password to confirm. 


7. Select OK to close window. This action then displays the Protect Document protection confirmation box. 
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Save the Template

1. Select File | Save to save changes to your template. 
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2. Select File | Close to close the template. 


Input Into CMS

1. Open Resource Management. 

[image: image31.png]



2. Select the Operations Section (orange button). 
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3. Select Create New Template Management (+ button).  
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4. This action calls the Template Management ID Page. 

5. Enter the file name in the Template’s DOS Filename Prefix field.

NOTE:  This field is limited to 5 characters. 

	Suggestion:  
	Begin the file name with the County code. This will place all your county’s templates in one area. Example:  59ict
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6. Enter the title of the template in the Title field.
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7. Select Action | Add Template… from the menu bar.
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8. From the directory (location where you have saved your template), locate your template.
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9. Select your template in the Add As window. 
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10. Select Open in the Add As window.

11. Select File | Save to Database.
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12. Select Continue Working button in the Save Options window, if adding another template. 
13. Select Exit CWS/CMS button in the Save Options window, if the template creation process is completed. 
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Edit Existing Templates And Re-input Into CMS

	Purpose:
	Use this process to edit existing county templates and re-input into CMS.  


Edit Templates 

1. Save template(s) to be edited in a location other than the default directory, (C:/CACW/TEMPLATE).  

	Suggestion:
	Create a folder on your desktop called “TEMPLATES TO BE EDITED” and save your templates in that folder. 


2.  Open the template to be edited, via Windows Explorer, NOT the CMS application. 

NOTE:  Do not double-click to open the template.  Open via a right-mouse click and select Open.  

This opens the actual template and not a document based on the template.  It is very important to open the .dot file.

3.  Make changes to the template, ie. Format, headers, footers, etc. 

4.  Save changes made to the template.
Inactivate “Old” Versions Of Template

1.  Open Resource Management.
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2.  Select the Operations Section (Orange button). 
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3.  Select Open Existing Template Management icon.
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5. Select the template to be inactivated.
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6. Click OK.
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6.  Select the Inactive box in the ID page.

[image: image46.png]=lolx|
=l8]x]

Language

Contest

Ready Template Management [





7.  Select File | Save to Database.
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8.  Select Continue Working button.
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Input Back Into CMS Application

1. Open Resource Management.
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2. Select the Operation Section (Orange button).

[image: image50.png]



3. Select Create New Template Management (+ button).
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4.  Enter the file name in the Template’s DOS Filename Prefix field.  

	NOTE:
	This field is limited to 5 characters.

	Suggestion:
	Begin the file name with the County code. This will place all your county’s documents in one area.  Example: “29ict”.
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4. Enter the title of the template in the Title field.  This is the title the user will see in the application.
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5. Select Action | Add Template… from the menu bar.
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6.  From the directory (location where you have saved the modified template), locate your template. 

	NOTE:
	DO NOT SELECT THE EXISITING TEMPLATE IN THE C:/CACW/TEMPLATE directory. 

You will receive an error message.


7.  Select your template.

8.  Select Open.

9. Select File | Save to Database.
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10. Select Continue Working button.
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	NOTE:  
	At this point, the creator of the template can go open a case or referral and try the new template to make sure it is functioning properly.

Other users will need to log out of CMS and re-log in to see the new template.  It is NOT an overnight process. 


	NOTE:
	Repeat steps 1-12 for each additional template you have edited and want to re-input into CMS. 









































Inactive template suggestion:   


Add a “z” to the beginning of the Template’s title, located in the Title box. 


This will move the inactivated template to the bottom of the list. 





Example: 


“z-Placement 999”. 





Continue Working or Exit CWS/CMS:  At this point, the creator of the template will need to exit CMS and log back into the application to see the added template. 





DOS Filename Prefix: This field is limited to a total of (5) characters. 





Title: This is the title that the user will see in the application. 





Language:  This is serves only as an identifier for this template.  It does NOT translate the template. Default setting is English. 











Close the Template: Before proceeding to load the template into CMS, the template must be closed.  


An error will be received if the template being uploaded is opened. 











Calculate on exit: When this option is enabled, fields and form fields can be updated in a protected form document. 








Macro name: This must be entered exactly as displayed here:  CreateReport, in order for the automation to work correctly. 








MasterMacro: The CWS MasterMacro is located on the Resources tab, Guides/Software/Templates page of the CWS/CMS Web site.





� HYPERLINK "http://www.hwcws.osi.ca.gov/Resources/Guides/Software/Templates/" ��http://www.hwcws.osi.ca.gov/Resources/Guides/Software/Templates/�








Update Field: Updating the field in Step 11 will “blank-out” your pasted field.  The bookmark is still present, just not visible. 





To view the field codes, right-click on the field {space}, Select Toggle Field Codes.








Toolbars: The Forms and Tables and Borders toolbars can be appended to the Menu bar by dragging the toolbar to the Menu bar or it can be left as a floating toolbar.








Fill-in enabled: Selecting this option, allows the user to change the value of the populated fields.  





This option is usually checked as the default setting; however this step makes sure it is selected.








Template Save location: Selecting Document Template will change the default Save in: location to the Templates folder.  Change the folder in order to easily find your template later. 





Security: Security must be set to at least Medium, in order for the creation and auto-population to work properly. 


If security level is set to High, this will prevent macro to work correctly. 
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