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Introduction

The university's template system ensures that letters and other document types are laid out in accord-
ance with the university's design guidelines, and always consistently. Dialogue boxes are used to enter
the required details, which are then automatically inserted correctly in the documents, allowing you to
concentrate on the content.

The styles used in the templates are AU Passata, Georgia and AU Peto (AU Peto for logo and fifth ele-
ment).

The way in which styles, font sizes, line spacing and margins relate to one another has been carefully
considered, so please do not add your own designs to the templates.

TIP:
Use F11 to move from one field to the next. Do not use the tab key, unless otherwise indicated.
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How to create a new document via the 'AU' menu

When you open Word, you will find a new menu in the menu bar for opening Aarhus University's tem-

plates.

m_Hnme Al Insert Page Layout References Mailings
— ] —

DB @ e @ 4
' = @ skjul el

Veelg Dokument-  Rediger Udskriv Specielle  Typografier
skabelon = oplysninger brugerprofil funktioner = =
Skabeloner Logo Udskriv Kvikfunktioner

Review View

[, =T,

d
= =y
Gem Email

som PDF som PDF
Udgiv

Develo

o

Hjeelp

-

Om

To create a document, choose a template from the list under 'Valg skabelon'.

m_l-lnme Al Insert
N s A

Veelg Dokument-  Rediger
skabelon =|aplysninger brugerprofil

| Veelg skabelon
Cd Publikationer ¥
Cd Rapporter »
@] Brev
] Dagsorden
] Faktura
] Fax
W] Folgeseddel
@] Modebilag
] Motat
] Referat
1] sagsfremstilling
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Functions under the 'AU' menu.

Function Description

'Valg skabelon' Create a new document

'Dokumentoplysninger’ Opens a dialogue box where you can change user profile and document
details linked to the document

'Rediger brugerprofil' Opens a dialogue box where you can create and edit user profiles

'Vis logo' Show logo in the document

'Skjul logo' Hide logo in the document to allow printing on pre-printed letterhead

'Udskriv' Opens a dialogue box where you can print and choose printer settings

'Specielle funktioner'

Contains special functions for inserting reference fields and entering
today's date

"Typografier' Allows you to quickly choose the most popular styles

'Gem som PDF' Save the document as a PDF file

'Email som PDF' Create a new email and attach the document as a PDF file

'Hjaelp' Here you can open the guide and find information about WordEngine
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'Dokumentoplysninger' dialogue box

When you create a new document, the 'Dokumentoplysninger' dialogue box is displayed.
The templates in the 'AU' menu contain specific details, including date, references and additional re-
cipients. You can change the details here.

Please note that document details may differ from one template to the next.

Page 1: 'Dokumentoplysninger’

n g =

0

Insert

Veelg Dokument-  Rediger
skabelon = oplysninger| brugerprofil

Skabeloner

Vejledning

Vaelg en profil fra profilisten (opret evt. en ny profil ferst) og udfyld felterne i skeermbilledet.

* = pbligatorisk

Dokumentprofil

Dokumentsprog

Dato:

Resultat:

Journal nr.

Modtagers arskortnummer
Modtagers cpr. nr.
Modtagers VR nr.

Initialer far sagsbehandler

Test Testesen

'Dokumentprofil':

Here you can choose your current profile. If you
have several profiles, they will be listed in a
drop-down menu (e.g. if you are writing on be-
half of someone else).

Dansk

'Dokumentsprog':

Here you can specify the language for creating
the document. Pre-defined fields will be translat-
ed into the chosen language.

|17

LI September

| 2013

| 17. september 2013

vil dztoen biive vist | dokumentet.

Document details:

The various templates contain specific details
which you can fill in. The details may vary de-
pending on the templates.

|
|
|
|

'Next' or 'OK'":
If this is the first time you create a document,

click 'Next' to enter the sender address.
Otherwise, click 'OK' to create the document.
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Edit/create user profiles

D B
_0.

Veelg Dokument- | Rediger
skabelon = oplysninger brugerprofil

Skabeloner

Page 1: Document fields and personal details

Page 1:

Fields and personal user details
Indtast kolofonoplysninger der vedrgrer afsender

Hvis du ofte skriver breve p8 veane af andre, kan du lave flere brugerprofiler,

Se nzermere { hfcelpen. 'Enhedsnummer' and 'Rediger enhedsinfo'

Enter the unit number to allow the system to re-
trieve your unit information. If you choose 'Nej'
in 'Rediger enhedsinfo', it is not possible to make
Velg brugerprofil | Test Testesen any changes on page 2. If you choose 'Ja', howev-

er, it is possible on page 2 to change the sender
address inserted in the document.

ropdown-listen den profil du gnsker at 2ndre

Enhedsnummer | 623/

Rediger enhedsinfo | la

Choose 'Nej' if you do not want to make any
changes, thereby ensuring that details are updat-
ed automatically in case of any changes.

Vaelg dokument sprog fra

Brugerinformation

User details:

Hawvn LT)MR\

Enter your user details in the user profile and
click 'Gem' to save the details under the chosen
profile.

Titel | Konsulent

Titel [engelsk] | Consultant

Direkte telefon [ =300000 30000

Logo colour:

Personsgger | =00 000000 XK Choose whether to insert a blue or black logo.

Privat telefon | 3000000000

Secondary logo:

| =0 300 08 200 300 Specify the path to where the secondary logo file

is located on the drive.

| test@testesen.dk

| www test.dk

www [engelsk] | wwn test.dk

Profile management:

|
|
|
|
|
|
Mobil | 3000000000 |
|
|
|
|

Afdeling | Min afdeling

Click 'Gem' to save the details for the chosen

%_i Kopier i SIet i Omdab | Standard | 58 op profile (read also the description on the follow-
— — — — — ing page).

'Next' or 'OK'":
If this is the first time you create a document,

click 'Next' to enter the sender address. Other-
wise, click 'OK' to create the document.
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Page 2: Unit information (address details)

Vejledning Page 3:
Start med at veelge NY og skriv navn pd profil. Udfyld derefter information om profilen via Unit information (department address)
nedenstdende felter og rullemenuer, Vaelg GEM og szet profilen som STANDARD.

* = pbligatorisk

Logo tekst

Address details:

If you have allowed editing of unit information,
you can enter your unit address manually here:

Enhed [engelsk]

The details are saved automatically when you
Adresse Mosegard Allé 20 click 'OK'.
8270 Hajbjerg

Adresse (engelsk) Masegard Allé 20
DK-8270 Hajbjerg

Telefon [ 3000000000
| 000000000
| aal@au.dk|
| www.au.dk
OK
W {engelsk) | -au.dien/ Click 'OK' to insert the details in the document.
EAM-n. | The address details are saved automatically and

reused the next time you create a document.

Stedkode

CVR-nr.

E-nr.

Previous

Function Description

'Brugerprofil' Here you can choose one of the user profiles you have created.

'Gem' Save changes made to the chosen user profile.

'Ny' Create a new user profile. You will be asked to name the profile, after

which you can enter profile details.

'Slet’ Delete the chosen user profile. You will be asked to confirm deletion.
'Omdgb’ Rename the chosen user profile.
'Standard' Set the chosen user profile as your default profile.
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How to print

FPage Layout References Mailings

G} Vis logo @ @ %
& skjul
Udskriv Specielle  Typografier

funktioner = =
Logo | Udskriv | Kvikfunktioner

Vazlg printer og bakker

MA&r du trykker 'Udskriv' vil indstilingerne i denne dialogboks blive gemt og
brugt neeste gang du printer via denne knap.

Dialogue box
'Quick Print'

— Printer
Printer 11192, 168, 18, 29'Dell Lager greyscale

— Papirbakke

Bakke til gvrige sider rste side
Auto Auto
Automatically Select Automatically Select
MPF
Trayl
Tray2
Tray3
Tray4

[ Skiul brevhoveder

o1

Kopier

* alle Antal kopier

" Aktuel side

i Sider
For eksempel: 1, 3, 5-12

=

Choose the printer you want to use

Choose tray/paper

'Udskriv'

When you press 'Udskriv', your settings are
saved and reused the next time you print
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Copy text from an old to a new document

If you want to copy text from an old document, it is important that no formatting from the old docu-

ment is transferred to the new document. To avoid this, you should clear the formatting in the old
document before inserting the text in the new document, after which you add the correct formatting to
the text in the new document by using the styles created for the AU templates.

Procedure:

In the old document:

1. Mark the entire text (use Ctrl+A) or the particular part of the text you want to copy.
2. Press Ctrl+Shift+N or choose the style Normal in the styles list.

3. Press Ctrl+C to copy the text.

In the new document based on an Aarhus University template:

4. Place the cursor where you want to insert the text.
5. Press Ctrl+V to paste the text into the new document.

6. Format the text section by section using the styles created for the AU templates, which can be
found under 'Format' > 'Style and formatting'.

OR you can do the following to copy and paste the old text:

Press Ctrl+C to copy the text.

HwbdhPE

Mark the entire text (use Ctrl+A) or the particular part of the text you want to copy.

In the new document, place the cursor where you want to insert the text.
Go to 'Edit' > 'Paste Special', and the following dialogue box will appear. Choose 'Unformatted

Text' and click 'OK'. In 2007, 'Paste Special' can be found under 'Home' > 'Paste’ (first icon).

Paste Special

Source:  Microsoft Office Word Document
D:4D3E 2008 Donet Templates) UserGuide, doc
fs:

(¥) paste: Microsoft Office Word Document Object
N Formatted Text (RTF

O Paste link: Unformatted Text

Picture (wWindows Metafile)

Picture (Enhanced Metafile)

HTML Farmat

Unformatted Unicods Text

Result
Inserts the contents of the Clipboard as text without

.a" any Formatting
% o

PIX]

Cancel

5. The text will now be pasted in using the style which has been chosen for where the cursor is placed.

10
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Paper line, example of letter

Logo letterhead:
This is generated automatically

based on the unit number in-
serted in the dialogue box

@c rezse - Trvk Fu for atkomme til neste flt]

Fields:

Press F11 to move from one
field to the next
DO NOT use the tab key!

User details:
Insert user details from the dialogue box

Select 'Aarhus Universitet' > 'Vis dokumentop-
Colophon details: lysninger' to edit user details.

Insert details from page 1 in the dia-
logue box

Choose 'Aarhus Universitet' > 'Vis do-

kumentoplysninger' to edit details. Address details:

Insert address details from the dialogue box

Select 'Aarhus Universitet' > 'Vis kolofono-

Secondary logo: plysninger' to edit address details.

The secondary logo is inserted via the
selected path in the dialogue box. The
logo is aligned with the top of the de-

partment name and scaled to be either
max. H: 0.85 or W: 2.72

@@n

11
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Paper line, example of Agenda/Minutes

Table of contents

Mode den: [dato]

[Sted]
[Emme]
Deltagere: [Navn(e])]

Fraveerende: [Navn(z]]

DAGSORDEN

indholdsfortegnelse. Skriv i felterne
ler og Hajre klik her for at opdatere.

Table of contents:

The first item in an agenda or
minutes is the table of contents
(‘indholdsfortegnelse'). For the
table of contents to be generat-
ed automatically, it is im-
portant that you use Heading
1/Overskrift 1, which is also
used for formatting 'Punkt 1 pd
dagsordenen'.

When you have finished the
document, place the cursor in
the field 'Dette er en
indholdsfortegnelse', right-
click and update. You can also
press Fog to update.

12
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Publications

The templates found in the menu under 'Publikationer' contain the additional menu 'AU funktioner'.

Review View Developer Add-Ins
=T

0B e

Gem Email Hjeelp

som PDF som PDF =

Kapitel Overskrift
Overskrift 1 aver 1%z kalonne
Faktaboks

Slutnaote

- [ B g

Citat i tekstboks 1% kolonne
Billeder

En kolonne

To kalonner

To kolonner med billedtekst til hajre
Skift

Farveskema

@2 Femte element pa forside

§2 Femte element pa bagside
Opdater felter og indholdsfortegnelse

{} Opdater

Review View Developer
[ =T,
22 @
Gem Email Hjeelp

som PDF som PDF “

L Indszt

Kapitel Overskrift
@ Owverskrift 1 over 1% kolonne
] Faktaboks

é Slutnote
Billeder

En kolonne

To kalonner

To kolonner med billedtekst til hajre
Skift

EE |

mm Farveskema

";_{2 Femte element pa forside

";_{2 Femte element pd bagside

Opdater felter og indholdsfortegnelse
{} Opdater

Add-Ins

Review View Developer Add-Ins
[, =T,
2B O
Gem Email Hjeelp
som POF som POF -
=0 Inds=t L

B  Faktaboks

é Slutnote

Billeder

. En kolonne

Skift

Farveskema

B3 Femte element pa forside

@2 Femte element pa bagside
Opdater felter og indholdsfortegnelse
{} Opdater

This menu is found in the follow-
ing templates:

This menu is found in the follow-

ing templates:

This menu is found in the follow-
ing templates:

e A4 publication

e A5 publication

e M65 publication

Review View Developer
=T,
2 B (
Gem Email I

som POF som PDF
14 Skift

Farveskema

§2 Femte element pa forside

Review View C
5
Gem
som PDF
A skift \
Farveskema

This menu is found in the follow-
ing templates:

This menu is found in the follow-

ing templates:

A4 poster
A3 poster

Profile ad, four columns
Profile ad, six columns
86x86 small ad

86x86 small ad with a colour
background

e 41x41 small ad

e 41x41 small ad with a colour

background

13
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Functions in the 'AU Publikationer' menus

Function Description

'Indsaet’ > 'Kapitel Overskrift' Inserts a table across two columns with chapter heading, heading 2 and a
long way down to the fields for heading 4 and body text.

'Indsaet’ > 'Overskrift 1 over  Inserts a table across one and a half columns with a text field for heading
1Y2 kolonne' 1 and a short line above.

[HEADING 1 s e

'Indsat' > 'Overskrift 1 (to ko- Inserts a text box across two columns.
lonner)'

'Indsezet’ > 'Faktaboks' Inserts a fact box where the cursor is placed.

The colour depends on the colour chosen from the colour scheme.

[Faktaboks Oversicrift]
[Tekst]

'Indseet’ > 'Citat i tekstboks  Inserts a text box for quotes across one and a half columns.
1%2 kolonne'

'Indseet’' > 'Slutnote’ Inserts a column-wide table with a short line above. For entering an end
note in the document.

14
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'Indseet’ > Billeder' > 'En ko- Inserts a table where the cursor is placed over one column or two col-
lonne'/'To kolonner") umns, depending on what has been chosen in the menu. Double-click the
field in the table and the following dialogue box opens:

Indszt billede |

Vzelg billede der skal indszettes
Her skal du angive hvilken billedfil der skal indsaettes. Tryk
‘Gennemse' for at finde filen pd disk.

Gennemse

Cancel |

Click 'Gennemse' to find the picture file on the disk.
Once the picture has been chosen, click 'Open' and then 'OK'. The picture
has now been inserted in the document.

'Indszet’ > 'Billeder' > 'To ko- Inserts a table with two cells where the cursor is placed and with a two-
lonner med billedtekst til hgj- column width. Double-click the field in the table and the following dia-

re logue box opens:

Indsz=t hillede [#5)

Vaelg billede der skal indssettes
Her skal du angive hvilken billedfil der skal indszettes, Tryk
‘Gennemse' for at finde filen pd disk.

Gennemse

Cancel |

Click 'Gennemse' to find the picture file on the disk.

Once the picture has been chosen, click 'Open' and then 'OK'.

The picture has now been inserted in the document, and to the right of
the picture is a field for entering a caption. The text colour depends on
the colour chosen from the colour scheme.

15
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[Billedtekstla

'Skift' > 'Farveskema'

The following dialogue box opens:
Skift farveskema =

Vzelg det farve skema der skal bruges i publikationen
Waelg forst farve pd logo og dernzest ekstrafarver,

1, Veelg logofarve
" 8 (1 seet ekstrafarver)!

"~ Sort (3 s=et ekstrafarver)

2. Veelg ekstrafarver

OK | Annuller

1. Choose logo colour
2. Choose additional colours:

Skift farveskermna @

Veelg det farve skema der skal bruges i publikationen
veelg farst farve pd logo og dernzest ekstrafarver,

1. veelg logofarve

" Sort (9 szst ekstrafarver)

2. Veelg ekstrafarver
" el el {a] o el {a] {a] el {a]

OK | Annuller |

If blue logo is chosen, it is not possible to choose any other colours.

If black logo is chosen, it is not possible to choose the colour blue, but the
other nine colours in the list of colours.

The chosen colour will be applied to the fifth element, fact box, headlines
and some other special styles.

'Skift' > 'Femte element pa

Here it is possible to insert no element, the fifth element, a picture or a

16



/v

forside/bagside' text box on the front and back page of publications.

Fifth element Ret element E
Tilret boks med element pd forside
Veelg om du wil bruge det femte element, et billede eller selv skrive en tekst,

Opret derneest elementet,

1. Weelg element tvpe Freview

| Femte elemeant ;I \u
2. Veelg starrelse /

| 3 linier (11,96 cm) ;l

3. Tilvet element [ |
 preedefineret ¥

AARHUSUNIVERSITET LI

£ Skriv sely

AARHUSUNI
VERSITET

Insert Close

3. Choose element type

4. Choose element size:
1-4 lines

5. Adjust the element:
Choose a pre-defined text in the drop-down list
Choose to write your own text for the fifth element.

It is possible to view the text in the Preview window.

6. Insert the element in the document.

17
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Picture

Tilret boks med element pa forside
Veelg om du vil bruge det femte element, et billede eller selv skrive en tekst.

Opret dernasst elementet.

Ret element ==

— Preview

1. Vzelg element type
I Billede _vJ

2. Veelg storrelse
| 2 linier (6,6 cm) ;]

3. Tiret element

Billedfil:

| C:\Users\Public\Pictures\Sample Pictures\Winter Leaves.jpa

Insert Close I

7. Choose element type
8. Choose element height:

1-4 lines

9. Adjust the element:

Click search to find the picture file on the disk.

Text box

Ret element
Tilret boks med element pa forside
Vzelg om du vil bruge det femte element, et billede eller selv skrive en tekst,

Opret dernzest elementet,

1. Vzelg element type [ e

tho -

2. Veelg starrelse

Intet eksempel
| 1 linie (4,69 cm) Ll
3. Tiret element
Linie 1
Linie 2 |
Insert Close |

Choose element type

Choose element size:

1-4 lines

Adjust the element:

Insert the relevant text in the lines.

18
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Line 1: Alternative Heading 1
Line 2: Alternative Heading 2

19
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Example of publication

Element:

Insert the chosen element from
the menu. To change this,
choose 'AU Publikationer' >
'Skift' > 'Femte element pa for-
side/bagside’

Fields:
Press F11 to move from one field to the next
DO NOT press the tab key!

Under Headings, use Bold to emphasise im-
portant words in a sentence.

Address details: Secondary logo:

Insert address details from the dia- The secondary logo is inserted via the

logue box selected path in the dialogue box. The
logo is scaled to be either max. H:

Select 'Aarhus Universitet' > 'Vis 0.85 or W: 2.72

kolofonoplysninger' to edit address

details.

©

belon

20



