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Instructions for using the Microsoft Word extension letterhead template.





1.	You have successfully opened this Microsoft Word letterhead template file.





2.	To customize the letterhead, double-click on the header to highlight the text.





3.	Highlight each text block under the Penn State mark to customize letterhead information with your county’s name, address, phone, fax, and e-mail address.





4.	After reading and printing all of these instructions, delete this text block before performing steps six through seven. To delete this box, click once on the box outline and delete.





5.	Under the File menu, select Save As and rename the file. Select Document Template and save the file to the My Templates folder in the Microsoft Office folder. Your file is now customized and ready to create new letterhead documents as needed.





6.	To open your custom letterhead, select Project Gallery under the File menu. Select My Templates category and your new template will be selectable.





7. Select Document in the Create window and save file to a new name and select Rich Text Format or Microsoft 2001 Document format.
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