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Purpose

You may have noticed that every time you produce a conservation plan or contract support document in the Customer Service Toolkit, you have to go through the customize format button to put in the district conservationist and the conservation district names. The following instructions will show you how to update the Excel templates so that these names will appear each time you produce a plan or contract support document.

The example shown is for the ConservationPlan.xlt file, but the process is the same for the Contracts.xlt file.

Instructions

Step 1) Go to the “C” drive in Windows Explorer. Open the following folders (by clicking on the + sign to the left of the folder).


Program Files



Microsoft Office




Templates





Conservation Templates

You should have 3 files on the right side of the screen, Figure 1.

Step 2) Double click on the ConservationPlan.xlt file. When the file opens click on the Enable Macros button. An excel screen will come up with 3 gray buttons at the top, Figure 2. Click on the Customize Format button, Figure 3 will appear. You may have to scroll up or down the page some to get it to look the same. Note the gray area on left side of the screen. You can change the defaults regarding what will show on the conservation plan. Display Practice Narratives is an example of an item you can change.

Step 3) Add your name (in cell B9); title (in cell B10) and conservation district (in cell B12). After entering the conservation district name be sure and press the enter key. Remember it is the district conservationist who signs plans and contracts so it is his or her name that should be typed in cell B9. Finally, click on the Hide and go to Plan button. This will take you back to the screen that looks like Figure 2.

Step 4) The default template uses a top margin that does not allow any room to punch holes so conservation plans and contract support documents can be put in a binder. To increase the size of the top margin click on the word “File” in the upper left corner of the screen, see Figure 2. Next click on the Page Setup option and finally the Margins tab. Figure 4 should be on your screen. Press the small up arrow for the top margin until it is set to 1 and then click on the OK button.

Step 5) After the changes are made you need to save the file. This part is critical to do the right way. You do not want to just click on the save button. Use the Excel Save As to ensure that the file is saved as a template.

Warning: In the File name box you must change the file name from ConservationPlan1.xlt to ConservationPlan.xlt. In the Save as type box press the arrow and choose the template (*.xlt) option. Figure 6 shows what a correct save as screen should look like. Click on the Save button.

Follow the same procedure to update the Contracts.xlt file. When saving this file, be sure to follow the instructions exactly and change the file from Contracts1.xlt to Contract.xlt.

Denis Feichtinger
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Figure 1

Figure 2
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Figure 3
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Figure 4

Figure 5
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