The Ohio Division of Forestry Woodland Stewardship Management Plan Template

Questions & Answers for use of the template

Microsoft Office 2002, 2003 – for MS Office 2007 see notes at end to enable “Forms” toolbar

· How do I unlock and lock the template?

· To lock and unlock the template you need to have the “Forms” toolbar activated.

· Caution:  If you do not have Microsoft (MS) Office Version 2002 or newer, you will lose all text/data you've entered up to the point of unlocking the template.  

· To enable the “Forms” toolbar, go up to the standard toolbar and click on “View” to gain a drop down menu – then move cursor over onto -> toolbars, then find and click on “Forms”.   This will give you a little toolbar with a padlock icon – located all the way over on the right side.  To unlock the template, click just once.  To relock the template, click the padlock once again.  

· Note:  The drop-down menus in the template will not function while the template is in the unlocked status. 

· TIP – You can add the “Forms” toolbar to your standard toolbar by dragging it up beneath the standard toolbar.

· How do I have my preparer information appear (self-populate) in the template so I do not have to type it in each time I do a new plan?

· Use your original template, or (suggested) make a copy of your blank template to first practice with.  Using the copy, unlock the template, right click on the text box for plan preparer “Name”; you will get a drop down menu.  Click on “Properties”; you will get a “Text Form Field Options” box.  At this box, in the “default text” box, type in your name, then click on “OK”.  Repeat these steps for address-city-state-zip code lines.  Once done, relock the template.   When you open this new stock template, your preparer information will appear as the default text.

· If you do not require the extra line (row) for the address field and wish to delete it:

· With template unlocked, select that line – click to the left of the line to highlight it.   Then move cursor up to toolbar and click on “Table”, and then go to “Delete” and click “row”.  The row will disappear.  --- or you may just set your cursor to the left of the row to highlight the entire row, and then right-click, then go down to and left click on “delete rows”.

· Save any change(s) and then relock the template.

· Extra lines (rows) in each “Woodland Stand Description and Management Recommendations” page or the “Management Activity Schedule” page may be removed in the same manner as noted above, but again, don’t do this after adding text if you are using MS Office 2000.

· The woodland for which I am preparing this management plan has more than one stand.   How do I create more “Woodland Stand Description and Management Recommendations” pages?  

· Caution:  For those using MS Office Version 2000 or older, create stand pages before preparing any plan text.  Unlocking the template will cause you to lose all text you've typed in so far.

· To copy a stand page, first unlock the document, then highlight all the text within the “Woodland Stand Description” page, then right click your mouse, then left click on “Copy”.  Next locate your curser at bottom of that first stand description page and click “Paste” – another page is now there.  Repeat the paste procedure for the number of stands needed. 

· You will need to “Insert” a page break after each individual stand page you’ve added, before saving changes and relocking the template.

· Once you've added all the stand pages needed, relock the document to enable the drop-down box menus, and you're ready to go.  

· TIP – You can set up stock blank templates with one, two, three, four, or more # of stands to choose from, rather than having to do a copy/paste sequence each time a new plan is started that requires more than one stand. 

· How do I insert row(s) for management recommendations for a stand?

· With template unlocked, click on one of the rows within management recommendations table, go up to “Table” on the toolbar, place the cursor over “Insert” and scroll down and click on either “Rows Above” or “Rows Below”…. or, you can move the cursor over to the side, left click to highlight an entire row of the management recommendations table, then right click to access the drop-down menu where you then go to “Insert Rows” and left click to add a row.

· How do I spell-check my template plan?

· When you want to spell-check a completed or partially completed document, you must first unlock the template.  This will enable the spell-check feature.  Then you may proceed with spell-check.  When done, relock the template….click “Save” to keep your corrections.

· For the timber harvest/silvicultural method recommendation box in the “Woodland Stand Description and Management Recommendations” page(s), I am not recommending a harvest; I do not want any text next to “No” in the first text box.  How do I remove existing text in the 2nd box to make it blank?  

· The second line/choice in drop-down box, below default text line, is actually a blank line – it looks like nothing is there, but there are blank spaces placed there.   Clicking on that first "empty line" will insert these blank spaces, eliminate any prior text, and make the text box blank.

· Logo on the Woodland Stewardship Management Plan Cover Page - Private Consulting Forester Company Logo

· Private forester-prepared WSMP template plans – the private forester shall have their own company logo displayed on the cover page of the template, below the title “Woodland Stewardship Management Plan”. 

· Unlock template, add appropriate private forestry logo/company information to stock template via picture formatting tool, or otherwise with text, if that is how company name will be displayed on the cover page.  Relock template to enable and proceed with WSMP.

MS OFFICE 2007 Users: 

· The tabs you have at top include Home-Insert-References-Page Layout- etc.    You need to have the tab called "Developer".  If you don't already see it up there, you first need to gain it by going through a sequence to load "Developer" into the toolbar menu with what' s there now.

· At toolbar that has Home-Insert-Page Layout, etc. - place cursor on this toolbar line and RIGHT click mouse with cursor kept on that line, to get a drop down menu.

· At this drop-down menu, click on "Customize Quick Access Toolbar" then click on "Popular" located over on upper left side of the screen.

· At this place you see "Top options for working with Word" - here make sure box to the left of choice "Show Developer tab in the Ribbon" is checked, and then click on “Ok” at lower left side of screen - you should now have Developer in place on your main toolbar menu.

· Once you have "Developer" in place, click on it to gain a submenu that includes “Protect Document” - click on "Protect Document".

· This brings a drop-down menu, where under the main heading “Restrict Reviewing Options” you click on first line below that reads “Restrict, Formatting, and Editing".

· This gives you a side menu that is located over at the right side of your screen - here you will find a button on the very bottom that is labeled "Stop Protection" - click on it to unlock the document template background. 

· Before going any further, you must set up specific formatting and editing restrictions – you do this in this same side menu that shows two check boxes with text: 

· #1. Formatting restrictions – Do not check this box with text beside it that states “Limit formatting to a selection of styles.   If you check it, when you type text into the template, the text type may be changed from “New Times Roman” to another type.
· #2. Editing restrictions – check the box beside “Only allow this type of editing in the document” AND then in drop down menu click on “Filling in forms”.

· At this point, you have enabled and can now use button in #3 - “Yes, Start Enforcing Protection” - to relock your document.

· When you click to relock with this #3 button, you will be asked if you want to submit a password.   You may click “OK” to bypass a password and relock the document, or you may add one to prevent any other recipients of this electronic word document from opening the template itself for template edits.   
· Please note that each time you unlock (unprotect) the template by clicking the button “Stop Protection”, and then request the document be protected again by clicking the button “Yes, Start Enforcing Protection” --- the password screen will come up, and you will need to make the choice to add a password, or not.

· Once you are done with background edits to template, relock/protect the document again per the above, to re-enable all drop down boxes, etc. that are within the WSMP template.
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