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SETTING UP YOUR OWN WORD TEMPLATES 

GEM uses Microsoft Word (or whatever other application your system uses for editing .rtf files), for all 

its word processing.  This means you do NOT need to get used to a completely new Word Processor to 

ǳǎŜ ŀƭƭ ƻŦ D9aΩǎ advanced features.   

GEM also uses Templates to send fully formatted E-mails, Faxes and Letters.  Unfortunately it is 

impractical for us to supply Templates for every Word Processor, so we only supply them for Microsoft 

WORD.   

When sending individual E-mails, Faxes or Letters, GEM actually takes over a copy of MS WORD and 

addresses and signs your chosen template.  For all other Word Processors you have to use Mail-Merge 

to send even single E-mails, Faxes or Letters.  So you only get the full benefit of GEM if you use MS 

Word.   

Prerequisites 
LŦ ȅƻǳ ǇǊƻǇƻǎŜ ǘƻ ǳǇŘŀǘŜ ǎƻƳŜƻƴŜΩǎ /ŀǘŜƎƻǊƛŜǎ ǿƘŜƴŜǾŜǊ ȅƻǳ ǎŜƴŘ ŀ ŎƻǇȅ ƻŦ ŀ ǇŀǊǘƛŎǳƭŀǊ 9-mail, Fax or 

[ŜǘǘŜǊΣ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǘǊŀŎƪ ǿƘƛŎƘ ƛǘŜƳǎ ƻǊ ŎƻǊǊŜǎǇƻƴŘŜƴŎŜ ǘƘŜȅ ƘŀǾŜ ǊŜŎŜƛǾŜŘΣ ŀǎ ǇŀǊǘ ƻŦ ŀ Ψ{ŀƭŜǎ 

tƛǇŜƭƛƴŜΩΣ ƻǊ ƻǘƘer process or procedure, then you should read ΨD9a ς /ǊŜŀǘƛƴƎ ȅƻǳǊ ƻǿƴ /ŀǘŜƎƻǊƛŜǎΩ 

first.   

Initial Set-Up Requirements 
When GEM is installed it comes with default WORD Templates - E-mail.dot, Fax.dot, Letter.dot and 

Labels.dot.  However the ones in the current version of GEM are NOT the ones used in this Module, 

which has been written for the next release.  Nor are they in the correct location.  So we have some 

preliminary set-up to do ς just to make sure the rest of the exercises in this module work correctly.   

When you received this module you should also have received the above WORD Templates as 

attachments.  Save them into:  C:\Users\Public\GEM\Templates which is where they will be installed in 

future.  (Vista and Windows 7 mean that Templates now cannot be stored in C:\Program Files.) 

Now we need to tell GEM where they are.  So go into GEM and use Setup, WORD Templates on the 

Menu Bar.  This will display the SETUP ς WORD 

Templates Form.   

Select: 

E-mail 

Custom E-mail 

and defined E-mail Template as:

 C:\Users\Public\GEM\Templates\E-mail.dot 

Repeat the same for: 

  Custom Fax and Custom Letter 
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Customising the Standard Templates 
Modifying E-mail.dot, Fax.dot, Letter.dot and Labels.dot is the easiest way to create your own 

Templates.  So letΩs look at them in turn - starting with C:\Users\Public\GEM\Templates\E-mail.dot   

wŜƳŜƳōŜǊ ŘƻƴΩǘ ŘƻǳōƭŜ-click the Template to open it, or it will copy the Template and open the copy as 

Document 1, or something similar.  You should always right-click a Template and Open it, if you want to 

edit the Template itself.  This will give you a copy of our own E-mail Template that you can customise to 

produce your own: 

At the top there are three 

ŦƛŜƭŘǎ ǘƘŀǘ ǎǘŀǊǘ ǿƛǘƘ ά!ŘŘ 

ȅƻǳǊ ƻǿƴΧέΦ  ¸ƻǳ ǎƘƻǳƭŘ 

add your own Logo, Address 

and Phone & Fax Nos where 

indicated.  You can of course 

change the complete 

layouts, fonts and colours as 

you like.   

There is one mail-merge 

field indicated by chevrons 

at each end <<Addressee>>.  

Leave this alone!  It will be 

substituted for you with the 

name of the person the E-

mail is addressed to by GEM 

for single E-mails, and by MS WORD during mail-merges.   

¢ƘŜǊŜ ŀǊŜ ŀƭǎƻ ŀ ōǳƴŎƘ ƻŦ ŦƛŜƭŘǎ ƛƴ ǎǉǳŀǊŜ ōǊŀŎƪŜǘǎΣ ōŜƎƛƴƴƛƴƎ ǿƛǘƘ άώ/ƭƛŎƪ ƘŜǊŜ ǘƻ ŀŘŘΧέΦ  ¢ƘŜǎŜ ǘƻƻ 

should be left alone they will always be substituted for you by GEM.  (These are actually WORD 

ΨaŀŎǊƻōǳǘǘƻƴǎΩΦύ 

In the middle there is some Explanatory Text.  To make it easier to read it is reproduced below: 

Explanatory Text  

Because GEM uses fully formatted Emails, Faxes and Letters, it uses Templates to specify their formatting and layout.  GEM comes with standard Microsoft Word Templates specified in  

C:\Users\Public\GEM\Templates.  They should be edited to suit your requirements before using the system to send emails, faxes or letters.   

You should edit them and then save them in a location where all your users have access to it.  Full instructions can be found in the GEM User Manual in APPENDIX C - Creating Your Own Word Templates, 

should you need them.  The GEM User Manual is accessible through the Windows Start Menu.   However, in outline, all you need to do is: 

¶ Add your own Logo, Address, Phone & Fax Nos above.   

¶ For Custom E-mail, Fax or Letter Templates leave the [Click here to add ςBody of E-mail] in the Template above - so that it can be replaced every time you send a non-standard E-mail, Fax or Letter.  
For standard E-ƳŀƛƭΣ CŀȄ ƻǊ [ŜǘǘŜǊ ¢ŜƳǇƭŀǘŜǎ ǊŜǇƭŀŎŜ ƛǘ ǿƛǘƘ ǿƘŀǘŜǾŜǊ ǎǘŀƴŘŀǊŘ ΨōƻƛƭŜǊ ǇƭŀǘŜΩ ǘŜȄǘ ȅƻǳ ǊŜǉǳƛǊŜΦ   

¶ Delete this Explanatory Text. 

¶ Save your document as a Template in a Folder on your Network where all users will have access to them.   

¶ Let GEM know where the Templates are using SETUP, WORD Templates - again for details see the GEM User Manual, if necessary.   

This is designed to tell new Users how to set up their own templates as briefly as possible ς even if they 

ŎŀƴΩǘ ōŜ ōƻǘƘŜǊŜŘ ǘƻ ǊŜŀŘ ŜƛǘƘŜǊ ǘƘƛǎ ƳƻŘǳƭŜΣ ǘƘŜ ¦ǎŜǊ aŀƴǳŀƭ ƻǊ ƻƴ-line HELP.   

At the bottom of the WORD Template there is a brief reference as to how the E-mail was dispatched.  

We would of course love you leave it there as it contains a hyperlink to our Website.  (If you join our 
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ΨwŜǎŜƭƭŜǊǎ {ŎƘŜƳŜΩ ǿŜ ǿƛƭƭ ǘŜƭƭ ȅƻǳ Ƙƻǿ ȅƻǳ Ŏŀƴ ƳƻŘƛŦȅ ǘƘƛǎ ƘȅǇŜǊƭƛƴƪ ǎƻ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ƎŜǘ ǇŀƛŘ 

commission on any sales that result from people following this link to our website.) 

So all you nŜŜŘ ǘƻ Řƻ ƛǎ Ŧƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ 9ȄǇƭŀƴŀǘƻǊȅ ¢ŜȄǘ ŀƴŘ ȅƻǳΩǊŜ ƎƻƻŘ ǘƻ ƎƻΦ 

You may have noticed tƘŜǊŜ ŀǊŜ ŀƭǎƻ ŀ ŎƻǳǇƭŜ ƻŦ ƎǊŜȅ ΨL-ōŜŀƳǎΩ ǎƘƻǿƛƴƎΦ  ¢ƘŜǎŜ ŀǊŜ ²hw5 .ƻƻƪƳŀǊƪǎ 

that define the area of text that will be returned to the GEM database whŜƴ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ŜŘƛǘƛƴƎ ƛǘ ƛƴ 

word.  If they are not visible in your copy of WORD 2007, we suggest you: 

¶ Click the Office 2007 Button 

¶ Click the Word Options Button. 

¶ Select Advanced. 

¶ Ensure Show Bookmarks is ticked. 

 

 

 

 

 

 

For other versions of WORD lƻƻƪ ǳǇ Ψ{Ƙƻǿ .ƻƻƪƳŀǊƪǎΩ ƛƴ ²hw5 IŜƭǇΦ 

 

Now edit C:\Users\Public\GEM\Templates\Fax.dot  This looks somewhat different: 

¸ƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ƛǘ 

deliberately does NOT 

include graphics.  This is 

because even WORD 2007 is 

not very good at sending 

faxes as it completely stuffs 

up any graphics.  So we have 

used only those formatting 

tricks that you CAN get away 

with. 

Once again just follow the 

instructions in the 

Explanatory Text ŀƴŘ ȅƻǳΩǊŜ 

good to go. 
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Now edit C:\Users\Public\GEM\Templates\Letter.dot   

Again just follow the 

instructions in the 

Explanatory Text ŀƴŘ ȅƻǳΩǊŜ 

done.   

 

 

 

 

 

 

 

 

 

 

Creating Standard Templates  
The easiest way of creating a Standard Template ǿƛǘƘ Ψ.ƻƛƭŜǊ tƭŀǘŜΩ ¢ŜȄǘ doing this is to take a copy of 

one of your Custom Templates and replace the ̀  

 [Click here to add ς Body of E-mail] 

. [Click here to add ς Body of Fax] or 

. [Click here to add ς Body of Letter]. 

with whatever you like in MS WORD.  Then Save As a new WORD Template with whatever name you 

like.  ̧ ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŎƻƴŦƛƴŜ ȅƻǳǊǎŜƭŦ ǘƻ Ǉƭŀƛƴ ǘŜȄǘ ȅƻǳ Ŏŀƴ ǳǎŜ Ψ/ƻƴŘƛǘƛƻƴŀƭ ¢ŜȄǘΩΣ Ψaŀƛƭ-aŜǊƎŜ CƛŜƭŘǎΩΣ 

Ψ!ǳǘƻ ¢ŜȄǘΩ ƻǊ ŀƴȅ ƻŦ ²hw5Ωǎ ƻǘƘŜǊ ŀŘǾŀƴŎŜŘ ŦŜŀǘǳǊŜǎΦ 

Exercise ς Creating a Standard Template 

Open c:\Users\Public\GEM\Templates\E-mail.dot  (Remember to right-click it then chose Open.)    

Immediately save it as Template in the same folder with the name  

  Ψ¢Ƙŀƴƪ ȅƻǳ ŦƻǊ ȅƻǳǊ ŜƴǉǳƛǊȅ 9-ƳŀƛƭΦŘƻǘΩ. 

(This is just a safety precaution. It saves you from accidentally overwriting the original template.) 

Then click on [Click here to add ς Body of E-mail] and change it to read: 

  ά¢Ƙŀƴƪ ȅƻǳ ŦƻǊ ȅƻǳǊ 9ƴǉǳƛǊȅΧέ  You can add whatever you like ς but stay on subject. 

Close and re-save the Template - ǘƘŀǘΩǎ ƛǘΦ   
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SETUP - WORD Templates 
Once you have created a WORD Template you still need to tell GEM where it is.  This is done using the 

Setup, WORD Templates Option on the GEM Menu Bar.  It displays the SETUP ς WORD Templates 

Form.   

Click New Button to setup a NEW Template.   

Add a Name used to identify E-mail Template 

and a Subject to appear on the E-mails. 

Use the Browse Button to navigate to the Folder 

and find the E-mail Template. 

 

Use the Category Tab, if you want to allocate a 

Category to the recipients of the email so you can 

track what you have done.   

Click the Tree-View Button to display the Select 

Category Form.   

 

Select the appropriate Category and click the Select 

Button.  This will add the selected category to the Form.   
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If you want to automatically set a Reminder use 

the Reminder Tab.   

Just select when you want to set the Reminder 

for.   

Click OK to save and close the Form.   

Exercise ς Setup a WORD Template 

Use the above illustrations to setup the WORD 

Template you created in the last exercise so it can 

be used by GEM.   


