8145 CityLaw/ Setup a Template for Use in CLW

CountyLaw

There are 6 steps to complete this task:

U e

Open the template in Microsoft Word.
Select File.

Select Properties to open Advanced Properties.

Select the Custom tab.

Add the CycomTemplate custom property.

Save and close the template.
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Step 1. Open the template in Microsoft Word.
Open the template you want to use within CLW in Microsoft Word.

Step 2. Select File
On the Menu Bar at the top, select File.

Insert Design Layout References Mailings

ﬁ Verdana 12 +~ A A Aa~ f =

Paste . 2 . aby | - [

- ¥ Format Painter B I [lUraxx, x A — -
Clipboard e Font =

Step 3. Select Properties to open Advanced Properties.

On the top right, select the Properties drop-down and select Advanced Properties.

C Info

(1) Home

Setup Template for Document Workflow

m New Cycom File Share » Shared Documents » Documentation » For Cycom Dasaass

> Open E_ Protect Document Properties ~
Q Control what types of changes people .
Protect can make to this document. ;_‘dva"(ed Eyopesiies
ISk Document ~ See more document
properties
Save a Copy 3 TInUtes
@3 Inspect Document Title Add a title
Print Before publishing this file, be aware Tags Add a tag
Check for that it contains:

Comments Add comments

Share Issues ~ ® Document properties, document
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Step 4. Select the Custom tab.

Select the Custom tab from the Properties window.

Step 5. Add the CycomTemplate custom property.
Add CycomTemplate property by completing the following steps:

Setup Template for Document Workflow.docx Pr...
General Summary Statistics Contents Custom

Title: |
Subject:
Author:
Manager:

Company:
Category:
Keywords:
Comments:

Hyperlink
base:

Template:  Task%20Artide.dotm

[] save Thumbnails for All Word Documents

o ]

Cancel

Enter CycomTemplate in the Name field. (NOTE: There are no spaces and 'C' and

'T' are capitalized.)

General Summary Statistics Contents Custom
Name: CycomTemplate] b Add
Checked by A
Client Delete

Date completed
Department

Destination
Disposition v

Type: Text v

Value: Link to content

Properties: | name Value Type
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Select Yes or no for the Type field.
Select Yes for Value.

General Summary Statistics Contents Custom

Name: CycomTemplate
Checked by A
Client Delete
Date completed
Department
Destination

Disposition v
Type: Tl
Value: @ Yes O No Link to content
Properti ame Value Type ‘

Press Add to add the new CycomTemplate property to this template.

General Summary Statistics Contents Custom

Name: CycomTemplate m
Checked by A
Client Delete
Date completed
Department
Destination
Disposition v

Type: ;\'B

Value: ®ves ONo Link to content

Properties: ‘ Name Value Type

Press OK to accept and apply the changes.

General Summary Statistics Contents Custom

Name: | Add
Checked by A
Client Delete
Date completed
Department
Destination
Disposition v

Type: Text v

Value: Link to content

Properties: Name Value Type

CycomTe... Yes Yes or no
DocProfile  MyProfileN... Text

8 -
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Step 6. Save and close the template.

In Word, close the template and save the changes when prompted. The template is now
able to be used in CLW. Close Microsoft Word.
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