INSTRUCTIONS FOR USING MS Word TEMPLATE DOCUMENTS (.dot)

With a template document, you are able to tab to areas in the document where information may be entered.  These documents are locked using MSWord but are not password protected.  If you unlock the documents at any time and then lock them back up to act as a template document, all information that you’ve entered will be erased. 

Since you may need multiple copies of the project sheets for each title, there is a separate template document for each title containing 5 copies of each project sheet.   You may need to download two copies with different names of a specific title document.

When everything is entered, print a hardcopy of everything and arrange pages in proper order.  

If you have questions or problems, call or e-mail Brenda at 624-6705 or brenda.belanger@state.me.us. 

