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Requirements:





1. Microsoft Word 6.0


2. Printer supporting the following fonts:


    a. Courier 12.


    b. CG Times (Scaleable).


    c. Univers (Scaleable). �
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Loading Onto the System:





1. Go to Windows (Program-Manager).


2. Select File-Manager (usually in the “Main” window).


3. Insert diskette in disk-drive (A or B).


4. Select disc drive by clicking on the appropriate disk-drive-icon.


5. Click on “SAS.DOT” to highlight the file.


6. Select “File” from the menu-bar.


7. Select “Copy”.


8. In the “TO:” field, enter the directory where you want to keep the file on the system (usually your working directory) (for example, c:\msoffice\winword\letters).


9. Click on “OK” button.�
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Using  the Staff Action Summary:





1. Go to Microsoft Word.


2. From the main-menu select “File”.


3. Select “Open”.


4. Click on “SAS.DOT” and the “OK” button (make sure you are in the right directory and have the correct “List Files of Type:” (should read “Document Templates (*.dot)” or “All Files (*.*)”) selected).


5. Start typing. Help for the fields (except “Discussion” and “Recommendation” is on the “Status-Line (bottom of the screen).


    a. “Subject” will be the first entry.


    b. Use the Tab-Key to go to the next field.


    c. After “X for Signature”, the cursor jumps into the “Discussion” block.


6. Discussion Block.


There is no help for this field on the bottom of the screen.


    a. Enter your text, but do not try to type over the end of the block (maximum number of lines (incl blank lines between paragraphs) is 26). Doing this may cause your document to wrap over to a second page.


     b. Do not use the Tab-Key in this field. If you need to set a tab, use the Ctrl-Tab-Key instead.


    c. When done in the “Discussion” block, move cursor with your mouse to the “Releaser” block and click on that field. Type your entry and use the Tab-Key to continue.


7. Recommendation Block.


There is no help for this field on the bottom of the screen.


    a. Maximum number of lines is 3.


    b. Do not use the Tab-Key in this field. If you need to set a tab, use the Ctrl-Tab-Key instead.


    c. When done in the “Recommendation” block, move cursor with your mouse to the first blank field in the “Organization” block and click on that field. Type your entry and use the Tab-Key to continue.


8. In the “Concur/Nonconcur” block, click on the field and make selection by clicking on the appropriate item.


9. When done save document with a different name. Do not use SAS.DOT as the file name.�
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