How to . ..

Modify Normal.dot Template

In Word, select:
e File
Open
Local Disk (C:)
Documents and Settings
Your folder name (7e, mrivers)
Template
Select file Normal.dot

If you cannot see template folder or the Normal.dot file, select:
e Tools
e Find

Make changes as follows:

Find 2 x|

~Find files that match these criteria

Files of tvpe is All Files {*,*],

=
I Match all ward Forms Delete | Mew Search |
™ Match exacthy

~Define more criteria

type in file
ﬂdd ko Lisk name

= and Properky: Condition: Yalue: \
Cop  |Filename =] finchudes '/_j_b':'rm'f"-dﬂt VI
| select
Loak in: |C:'|,D|:u:uments and Settingsimrivers v isearch subfolders
Find Flowy Cancel I Save Search... | Cpen Search. .. |
Select:
e Add to List
e Find Now
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The following screen appears:

Look i

bpen 2 x
II:l mrivers j = | @ > ~ Tools -
| Size | Type | Modified -

o
L

My Documents

Marme

My Computer
(= Local Disk (2:)
i) Dacuments and Settings

i) mrivers
i Application Data
5] Microsoft
5] Office
5] Recent
@ Mormal daok 1 KB shortcut 11272000 10:...
5] Templates
i ] ~$Mormal, dot 1 KB Microsoft Word ... 11/27/2000 10;...
- Mormal, dok 27 KB Microsoft Word ... 11/24/2000 10:.., —
Recent
@ Mormal dok 1 KB shortcut 11272000 ID:...;I
File: narne: Inu:urmal.du:ut j & Cpen |-

Files of type: I.ﬁ.ll Files (*.*)

=~

Zancel |

From the list of documents, select the correct Normal.dot file listed under the
Template folder, then select Open

Make changes and save document
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