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A Template will allow the user to add, change, or delete the fields that normally print on the 

applicable form using functions of Microsoft Word.    A requirement of Office 2000 or greater must 

be installed to access the Templates.  It is also recommended to use Office 2003 to take advantage of 

all of the Microsoft/Template features. 

 

Templates are available for multiple forms such as Accounts Payable Expired General Liability and 

Workers Compensation Letters, Inventory Purchase Orders, Accounts Receivable Freeform Invoices, 

etc.  These files can be identified with a .dot file extension. 

  

If the template file is not listed in the list, you will need to create the word format.  Please refer to 

page 3 of this document for further instructions. 

 

The following procedures can be used when needing to customize a word template in ComputerEase.    

 

� From the ComputerEase main menu, select File, User Reports and then select the Templates 

tab.    Double click to select the template to be modified. 
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� The first time the template is modified, ComputerEase will prompt if the changes are for the 

company currently logged into or for all companies.   

 

                        
 

� The template file will open in MS Word.  Modify the template file with the necessary changes.  

The following will list a few hints to help you get started: 

 

� Select View, Tool Bars, and Mail Merge.  This will add the Mail Merge tool bar to the 

word document.  Merge Fields must be installed. 

� Adding a field to the template can be done from the Mail Merge tool bar.  Select the Insert 

Merge Fields icon.  (This is left of “Insert Word Field” icon) 

� Right click on a cell to delete the cell. 

� Inserting the mouse pointer on a cell (column) line will allow you to modify the length of 

the cell. 

� Colors and font sizes may be modified by selecting the Office Tool Bar or by selecting 

Format from the menu.  Other options may include removing lines (No Fill and No Lines) 

or for modifying background colors (Borders and Shading).  

� Headers and Footers can be modified by selecting View/Header and Footer from the menu. 

(Page Down key will move between the sections.) 

 

� Inserting a Logo. 

 

� Select Insert/Text Box from the menu.  Create the text box and paste the company logo 

into the text box.  If necessary, highlight the applicable merge fields and delete them.  

(For example: cmpyname, cmpyaddress, cmpyphonefax). 

� Use the Format Options to modify the size, color, etc. 

 

� When you are complete with the modifications, select to SAVE the template document.   

 

� Once the template has been modified the “Type” column will read “Custom” signifying the 

template has been modified.  “System” represents the template has not been modified. 

 

� Process the ComputerEase Program as normal.  When selecting to print the form (template), 

verify the WORD format is selected, if applicable.  

 

� Review the Microsoft Office Help for more details on working with word documents and 

merge fields & other functions of  MS Word. 
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If the template file is not listed in the list, you will need to create the word format.  For example, to 

create a format for the Freeform Invoice, select Accounts Receivable, Maintenance Programs, and 

Customer Maintenance.  Select a customer, select the Billing tab and select the Freeform Format field.  

Select to lookup (?), select Maintenance, and create a format WORD.  Complete as specified below: 

 

 
 

 

Select OK, Cancel, and select the Word option from the lookup menu for this customer.  All 

customers that will require the invoices to print using the Word Template format,, will need the 

WORD format defined in the customer maintenance file.  
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