Once you have downloaded the template in WORD on your own machine, edit the document as appropriate.
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Note  that some areas are restricted against editing. 
The yellow highlights will not print, they indicate areas where editing is permitted.
 
When you have completed your editing select File, Save As from the top left of your Word window.
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Continued on next page.
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You can select a different save location and type a filename as usual.
 
Using edited Templates as Email Attachments
 
[image: C:\Users\per-ms\AppData\Local\Temp\msohtmlclip1\02\clip_image010.png]When creating your email left click the Attach File icon on the Message ribbon.
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Continued on next page.

In the Insert File window, Left Click the PDF file you wish to attach, then left click insert
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[bookmark: _GoBack]
The document attaches to the email and you can complete your message as usual.
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Lorem ipsum dolor it amet, consectetur adipiscing elit. Integer nec odio, Praesent ibero, Sed cursus ante dapibus
diam. Sed nisi. Nulla quis sem at nibh elementum imperdiet. Duis sagittis ipsum. Praesent mauris. Fusce nec tellus sed
augue semper porta. Mauris massa. Vestibulum lacinia arcu eget nula, Class aptent taciti sociosu ad ltora torquent

per conubia nostra, per inceptos himenaeos. Curabitur sodales ligula in libero. Sed dignissim lacinia nunc. </p>

<p>Curabitur tortor, Pellentesque nibh. Aenean quam. In scelerisque sem at dolor. Magcenas mattis. Sed convallis
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|inceptos himenaeos, Nam necante. Sed lacinia, urna non tindidunt mattis, tortor neque adipiscing diam, a cursus
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Vestibulum sapien. Proin quam, Etiam ultrices. Suspendisse in 1usto eu magna luctus suscipit. Sed lectus. <i>Sed
convallis tristique sem</b>.
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In the Save as dialog menu
1. left click the "save as type" down arrow
2. and then left click the option PDF.

You can select a different save
location and type a filename as usual.

3. left click Save.
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