Template Background Information and Template Setup Instructions for Microsoft Word
(DRAFT Rev A, 3/26/2026)
REQUIRED READING:
1. Template Background
· PSM uses Microsoft Word templates for procedure development. PSM Generic Template.dotm is the macro-enabled procedure template provided for use in your rewrite exercise.
· Templates are specialized Word files (.dotm) that include sample text, styles, macros (a recorded series of commands or actions that you run as a single step to automate a repeated task), and other custom settings.
· The template is protected to prevent unintentional changes while working in it.
· When you create or open a document using a template, the .dotm file is attached to a macro‑enabled Word document. You work in the document, not the template itself.
· Templates ensure consistent and easily managed formatting.
2. Template Access in MS Word
· Microsoft Word uses the Ribbon interface—tabs containing grouped buttons for common tasks.
· PSM Generic Template.docm provides two custom ribbon tabs:
1. Procedure Template
2. Procedure Attachment
· Each tab contains macro buttons arranged in functional groups. For example, the Procedure Template tab includes the functional groups ‘Procedure Step Numbering’ and ‘Special Text Formats’.
· Buttons on these tabs run macros and other functions. Some macros (e.g., ‘ACTION VERB’) require selecting text before using the macro.
NOTE
The following have the potential to corrupt or conflict with the styles in the template and the document:
· Using paragraph formatting outside of the provided customized ribbon tabs
· Using pasting functions other than Keep Text Only to paste text into your templated document 
· Use only the Procedure Template and Procedure Attachment ribbon tabs and group functions when developing procedures.
· Some options (e.g., ‘Insert Caption’ under ‘Insert Other Objects’ group) may open additional tabs—these are acceptable for use since they maintain the integrity of the macro functionality.
· Always use Keep Text Only when pasting copied text.
3. Saving Macro‑Enabled Documents
· Save macro‑enabled documents with the .docx extension to preserve macro functionality.


TEMPLATE SETUP INSTRUCTIONS FOR MS WORD: 
1. Preparing computer to load macro-enabled procedure template:
a. SET Macro Security Setting as follows:
1) OPEN MS Word.
2) CLICK File.
3) CLICK Options (lower left column).
4) From left column, CLICK Trust Center.
5) CLICK Trust Center Settings… (far right).
6) On Macro Settings screen:
a) ENSURE ‘Disable all macros with notification’ radio button SELECTED.
b) SELECT ‘Trust access to the VBA project object model’.
b. ADD Trusted Location as follows:
1) From left column, CLICK Trusted Locations.
2) SELECT ‘Allow Trusted Locations on my network (not recommended)' (at bottom of screen).
3) CLICK Add new location….
4) On Microsoft Office Trusted Location screen:
a) DELETE text in ‘Path:’.
b) CLICK Browse….
5) NAVIGATE to folder where macro-enabled procedure template is saved.
6) CLICK Ok to select folder location and to close browser window.
7) On Microsoft Office Trusted Location screen:
a) SELECT ‘Subfolders of this location are also trusted’.
b) CLICK Ok.
c. On Trusted Locations screen, CLICK Ok (very bottom right).
NOTE
Use of the following standard settings when working with macro-enabled documents permits Writer to see and understand the formatting when editing documents.
2. Preparing computer to use standard settings.
a. SET Option settings as follows:
1) From left column, SELECT Display.
2) Under Page display options:
· SELECT ‘Show white space between pages in Print Layout view’.
· SELECT ‘Show document tooltips on hover’.
(Step 2 continued)
3) Under Always show these formatting marks on the screen, SELECT ‘Show all formatting marks’.
4) From left column, SELECT Advanced.
5) Under Cut, copy and paste, DESELECT ‘Keep bullets and numbers when pasting text with Keep Text Only option’.
6) Under Show document content, using ‘Field Shading:’ drop down menu, SELECT ‘Always’.
7) Under Display, SELECT the following:
· ‘Show horizontal scroll bar’
· ‘Show vertical scroll bar’
· ‘Show vertical ruler in Print Layout view’
8) From left column, CLICK Proofing.
9) Using drop down for Exceptions for:, SELECT ‘All New Documents’.
10) Under Exceptions for:, ENSURE the following are UNCHECKED:
· ‘Hide spelling errors in this document only’
· ‘Hide grammar errors in this document only’
11) From left column, SELECT Save.
12) Under Save Documents, ENSURE Save files in this format: set to ‘Word Document (*.docx)’.
13) CLICK Ok (bottom right).
14) CLOSE MS WORD to save these settings.
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