RE:
Word 97 Boilerplate Documents

You can access the Word 97 boilerplate documents at the City’s Intranet site located at http://citycenter.

1. The boilerplate documents are Word 97 documents.  If you are NOT using Word 97 for word processing, see below.

2. The documents are READ ONLY protected.  To utilize, open the document and then FILE-SAVE AS the document with a new name.  Your newly-named document can then be edited and has all the information necessary from the boilerplate.  The boilerplate therefore stays "clean" for future uses.

3. If using Word 97, use the F11 function key to move from field [greyed areas] to field, or, if using the mouse, single-click the grey area.  Either way the field becomes black (meaning it is now highlighted) and keying will overwrite the field.   If NOT using Word 97, see below.

4. Each field contains information and guidance regarding the format of the document.  Again, once you start keying in the information, the field is replaced with your keyed text.

5.
To insert sponsor name, click VIEW; then select  HEADER AND FOOTER; click the SWITCH BETWEEN HEADER/FOOTER box to switch to the footer and enter name of Supervisor or Department.

This applies to the following boilerplate documents (all protected as READ ONLY):



!b7-motn.doc

=
Motion in Word 97



!b7-ordi.doc

=
Ordinance in Word 97



!b7-reso.doc

=
Resolution in Word 97

If you are NOT using Word 97:  All the "fields" (which make it easy to fill in text when using Word 97 as well as supplying additional info as to the format of text) will be converted to plain text instructions when you use any other word processing program (i.e., Wordperfect).  This includes a usually "hidden" field in the header; the info in this field admonishes all users to not delete the section break or the side numbering and other header information will not operate correctly.  All converted-to-text instructions (as well as the "hidden" instructions in the header) need to be deleted before sending the document to the Board. 

Please see the handbook as to what changes have been instituted, i.e., change of font and point size, underline or strike-through the text, etc.  

[The old Word 6.0 boilerplate documents should NOT be used.]

ALL LEGISLATION IS TO BE CREATED USING THE NEW WORD 97 BOILERPLATE DOCUMENTS.

Tips Word 97


