Instructions for Using the ISP Templates
These templates are designed using “macros” which allow us to make individualized forms. Macros are pre-recorded steps that Microsoft Word follows. MSWord has a macro security setting that by default may be turned off. Before using the templates, you must follow these steps to set your macro security level to allow these templates to run. If you need further help after following these instructions, contact OTAC via www.otac.org/isp/support/.

The Difference between Templates and Documents

If you sat down at your computer and wanted to type a new document, you would make a .doc file, or “document.” This is the basic type of MSWord file. All forms are provided in .doc format. Some forms are also provided in a template format.

The purpose of a template is to serve as the basis of a new document. OTAC has designed templates that, when run properly, will ask you a series of questions about the person, then create a new document for you.

Documents have a filename extension of “.doc” and template filenames end with “.dot”. When you need to create a new ISP form for someone, start by running the template. It will make the new document for you.
Quick start with the standard ISP forms

Just open any form that doesn’t say TEMPLATE and you can begin using the ISP forms immediately. You can type into the forms, save them, and reopen them later to edit them. The first time you save each document you will be prompted to rename the document and choose where to save it. That will help ensure you don’t write over your original blank document.
Notice that when you type the person’s name and the date of the document, it will automatically spread to every page of that document.
Why Digitally Signed Templates?

We provide templates that are digitally signed. This allows you to set your macro security setting to a higher, more secure level. If you have been previously using the ISP templates successfully, you will still be able to do so without adjusting your security settings at all.

If you do choose to increase your macro security setting in Word 2007 to “Disable all macros except digitally signed macros,” then you will need to follow one additional step when you open a template for the first time. Once you follow this step, you will not have to do it again.

Macro Security Settings 
In MSWord, macro security settings are located in the Trust Center. However, if you work in an organization, your system administrator might have changed the default setting and prevented you from changing any settings.

NOTE:  When you change your macro settings in the Trust Center, they are changed only for the Office program that you are currently using. The macro settings are not changed for all your Office programs.
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Click the file tab in the upper left hand corner of your screen


C) Choose “Options”
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Choose “Trust Center” from the sidebar

E) Click on “Trust Center Settings” right side of the pop-up
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Choose “Macro Settings” from the left sidebar
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Select “Disable all macros except digitally signed macros” or “Enable all macros”
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Press “OK” and then “OK” again to close the windows
MSWord 2007

To change security level in MSWord 2007:
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Open Microsoft Word

B) Click the Microsoft Office Button

C) Click “Word Options”

D) Click “Trust Center”
E) Click “Trust Center Settings”
F) Then click “Macro Settings”
G) Click the options Disable all macros except digitally signed macros” or “Enable all macros”
MSWord 2000-2003

To set your security level in MSWord 2000 or 2003:

A) Open MS Word, the application only, not the document.

B) From the "Tools" menu
· Select Macros
· Security
· Check “Medium” or “High” on the “Security Level” tab.

C) Close out MSWord

Getting started with the Templates

Once you have configured your macro security setting following the instructions above, you’re ready to begin. If you haven’t already done so, download the required MSWord templates from the OTAC website, www.otac.org/isp/. Anytime you wish to create a new ISP form, follow these steps.

1. Locate the folder on your computer that contains the ISP templates.
a. Make sure you find the templates; the filenames end in “.dot”.
2. Double-click on the desired template.
IMPORTANT NOTE: It is very important that you double-click on the templates to run them. If you open them any other way, they will not open correctly and the macros will not run. If you open a template incorrectly, you’ll see a big red box that warns you the template will not function correctly. Close the document and reopen it by double-clicking on the desired template.

Opening a File
Microsoft 2010
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A) Double click on the template file (ISP,RTR, etc.) 
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Click “OK” on the pop-up “Microsoft Visual Basic for Application” 
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A red “STOP” message will appear. On the security warning message ribbon, click “Enable Content

D) You will have to click “Enable Content” on the message ribbon
E) You will be prompted to answer the series of questions and begin entering information into the document.

Microsoft 2007
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Double-click on a template file to open it.
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A pop up will come up letting you know the macros have been disabled. Click “OK”
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You will see a red warning box covering the full page, as well as a Message Bar across the top of the screen that says that macros have been disabled. Click the “Options” button. 

D) When the Security Options screen pops up, select “Trust all document from this publisher”. Then click “OK”.

E) You will be prompted to answer the series of questions and begin entering information into the document.

Once you have selected to trust all document from this publisher (OTAC) you will not be required to complete this process again for using the ISP templates unless you remove OTAC from your acceptance list.
Microsoft 2000-2003

If you choose to set your Macros Security Level to “Medium”, click on the template file you would like to open.  Next a “Security Warning” box” will appear. Be sure to “Enable Macros” when you get the “Security Warning” box”.

· The box will have three (3) choices;


1. Disable Macros 


2. Enable Macros 


3. More Info

At this point if you did not get this “Security Warning Box” you may get another Security Warning box telling you the macros in this document have been disabled. If you get no box what so ever, this means your security level is set to “Very High” and the macros will not work. Follow step above to set your Macros Security level.
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If you choose to set your Macros Security level to “High,” the first time you open an ISP template you will see a “Security Warning” box with a check box “Always trust macros from this publisher”. Click on this box and click on “Enable Macros”. Once you accept OTAC as a trusted publisher you will no longer see the Security Warning asking you to enable macros when opening an ISP template.

Saving the File
Microsoft 2010

1. Click on the “File” tab at the top right side of you screen

2. Select “Save As” from the menu.
3. Choose the folder you wish to save your document in and rename the document.

4. Type in what your document name will be. Be sure to save the file extension as a “.doc” file (Choose “Word 97-2003 Document” from the dropdown menu).

5. Click on “OK”
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IMPORTANT: You will need to ensure the document is saved as a “doc file. You will experience the pop-up below if you attempt to save as a .docx file. You must click cancel and save the file as a 97-2003 version (.doc) as shown on the right. If a file is saved incorrectly as a “.docx” file, it will no longer function properly.


Microsoft 2007

1. Choose "Save As" from the MSOffice button menu.

2. Choose the folder you wish to save your document in and rename the document.

3. Type in what your document name will be. Be sure to save the file extension as a “.doc” file (Choose “Word 97-2003 Document” from the dropdown menu).

4. Click on “OK”.

MSWord 2000-2003
1. Click on “File” on your menu bar at the top of your screen

2. Choose "Save As" from the File menu

3. Choose the folder you wish to save your document in and rename the document.

4. Click “OK”.

If MSWord Crashes

We all hate it, but it happens to all of us sometime or other. If you experience a Word crash, Word will attempt to auto-recover your document for you. It is very important NOT to use the auto-recovered document. The macro code will be corrupted and it will not work right in the future. Your only option will be to reload your last saved version of the form and continue from there, or recreate the document.

This is a good reminder to always save your work. Save often!

For further support, please visit www.otac.org/isp/support/
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