James Abela ELT

ReadMe

Please read the instructions very carefully before using the template and ensure you have an
upto date virus checker running. If you have not directly downloaded this from
jamesabela.co.uk please check the source very carefully.

Requirements
Before attempting to use this template, please check that you have MS Word 2000+.
DO NOT ATTEMPT TO OPEN WITH OPEN OFFICE!

The following Software is FREEWARE!

This software is being given to you for free and it is up to you how you use it with that in mind
we can not offer support for it beyond the standard instructions and FAQs. If professional
support is required you should consult with your local IT support people. Anybody with an
Advanced knowledge of Microsoft Word should be able to help you.

NO WARRANTY NOTICE: All product, support, services, information, and software on this
site are provided "as is" without warranty of any kind, express or implied, including, but not
limited to, the implied warranties of fitness for a particular purpose, and non-infringement.

NO LIABILITY NOTICE: In no event shall Jamesabela.co.uk or other contributors be liable to
you or any third party for any direct or indirect, special, incidental, or consequential damages
in connection with or arising out errors, omissions, delays or other cause of action that may be
attributed to your use of any product, support, services, information or software from this site,
including, but not limited to, lost profits or lost data, even if Jamesabela.co.uk or other
contributors had been advised of the possibility of such damages.
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Installing The Template

-~

[ |
Security Warning WWhen the template
first loads you should
" \Documents and SettingstJames AbelalMy Documentsielresource, .. [receive a warning
that looks like this.

AT S b Unfortunately a few
James Abela ELT

L ]
3 virus writers have
» used features within
3 Macros to write
. viruses.
: Macros may contain viruses, It is usually safe to disable macros, but if the ) )
macras are legitimate, you might lose same Functionality, Click The Details
button.
The security level is set to High, Therefore, you cannot enable macros
fram sources that you do nak krosk,
[ ] Always trust macros From this publisher,
o Disable Macros | Morelnfo
Digital Signature Details

Examine the certificate, which should say it

came from jamesabela.co.uk. Depending on
your computer it will encourage you to trust
it or not. Click View Certificate.

General | Advanced

Digital Signature Information
1 This digital signature is Ok,

Signer information

Marne: James Abela ELT
E-mail: Mok available
Signing time: Mot awailable
| - Wiew Certificate -
Counkersignatures
Mame aof signer: E-mail address: Timestamp
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Certificate Import Wizard i‘gé tﬁgt(?en:t?ftif:tltlay

based on the type of
certificate”

Certificate Store
Certificate stores are system areas where certificabes are kept,

And then click Next

{(*)inutomatically select the certificate store based on the kvpe of certificate!

< Back. ” Mexk = ][ Cancel
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-

- /| Click Install Certificate a Wizard
cUTICa E] will then open up. Click Next.

General | Details | Certification Path

Certificate Import Wizard

Welcome to the Certificate Import
Wizard

This wizard helps you copy certfcates, certficate trust
lists, and certificate revocation list from your dik to a
certicate store,

| Certificate Information

A certificate, which is issued by & cerbification authority, is
aconfirmation of your identity and contains information
used to proktect data or to establsh secure netwerk
connections, A certficate store i the system area nhere
certficates ars ket

This certificate is intended for the following purpose{s):

To continue, dick Next

* Ensures software came From software publisher
* Protects software From alkeration after publication

Click Finish
Issued to:  James Abela ELT

Certificate Import Wizard

Completing the Certificate Import
Wizard

Issued by: James Abela ELT

You have successfully completed the Certificate Import
wizr

ou have specied the Folowing settings:

Certificate Store Selected  ALtomatically dekermiined by |
Cortent Certficate

valid from 01/01/2007 to 01012013

al I I 2]

K
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Security Warning

“ZDocuments and SettingstJames Abelalhy Documents\eltresource. "

conkains macras by -
Details. ..
James Abela ELT

Macros may conkain viruses, Ik is usually safe to disable macros, but if the
macros are legitimate, wou might lase same funckionality,

The security lewvel is set to High, Therefore, you cannok enable macros
from sources that vou do nok krusk,

[¥]iahaarys trust macros Fram this publisher, I

[ Disable Macros ]I[ Enable Macros ]I[ More Info

Go back to the original screen. -
||E,_] Document1 - Microsoft Word

1. Click a|Ways trust macros from i Fle Edit | Wew | Insert Format  Tools Table ‘Window Help
this publisher_ AR ™ NN Brint: Layout - E A4 Mormal ~+ Lucida Sans Unicor
] L] | Toolbars » |E| Standard BT
2 . CI | Ck E na b I e M acCros. Show Paragraph Marks Formatting :
» Header and Footer AutoText
_ Markup Control Toolbox

If the IPA Toolbar does not appear = Database
immediately. : Draving
E-mail

Click on View -> Toolbars -> article
removal to make it appear. .

Extended Formatting
Farms

Frames

Mail Merge
CQutlining

Picture

Reviewing

Tables and Borders
Wisual Basic

Web

Web Tools

‘Waord Count

‘Worddark

[

O]

| Cuskamize, ..

Wz gn 0 e

S EIERIE
iDrawr Ly | Autoshapes N W 1O A [ Al 2 8] 8| D - - A=
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How to use it
The toolbar has three buttons:
e Remove articles - This button removes, a, an or the

e Double Line Space - Makes the file double line spaced so that students can insert their
corrections

e Remove Spaces - Removes double spacing so that students can not see exactly where
the articles came from. You may need to press this button twice to ensure complete
removal of extra spaces.
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