

To create your own Department Letterhead
OVERVIEW: These instructions will show you how to replace the template header (above) with your own Department Signature graphic and replace the template footer text (below) with your Department information.
1. Make sure this Word document is in Print Layout View (under the View tab).
2. Double (left) click on the header above (YOUR DEPARTMENT SIGNATURE HERE).
3. (Left) click once more on the header to select it.
4. Under the Insert tab, click Picture and insert DeptHeader from your Art Pack. You may need to change "Picture" to "All Files" in your Insert window. This will replace the template header with your department header.
5. With the new header still selected, click on the Format tab at the top of your screen. In the Width box, input 7.75" and hit "enter."
6. Exit from the header by double (left) clicking outside the header area.
7. Double (left) click on the footer below (Box XXXXXX   1234 YourStreetAddress).
8. Replace the text with your department information. Delete or add any information to suit your needs while keeping the same order of information, font, size and layout style.
(NOTE: the preferred footer font is Open Sans. If that font is not on your computer, keep the current 9 pt. Calibri Regular)
9. Exit from the footer by double (left) clicking outside the footer area.
10. Delete this text and "Save As" a Template (.dot) for your department to use.

This document is currently set up with a Section Break at the bottom that specifies that the next page will not have a header or footer. Refer to Word's Help menu for more information about headers and footers and other layout topics.
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