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Product Use Information

The LandlordSource Producése for sale to parties who widb customize and
implement them for their specific use. LandlordSource is a US based company

All sales are final and nenefundabledue to the electronic nature of the LandlordSource
products.

LandlordSource grants permission to the purchaser to update and modify their products
as needed for their company uséll material sold to the purchaser will remain
proprietary to LandlordSource and is under copyright of LandlordSource.

The products aréF 2 NJ (1 KS LJdzMK) KHeyaaBanoXicr distaduBion or sale by
the purchaser to any other party to us&.heLandlordSourceroducts are for the
exclusive use of the purchaser, its principals, and employespurchaser is NOT to
distribute or shae this material to other companies or persons without the express
written permission of LandlordSource. Only LandlordSource has the right to sell and
distribute their products directly to other parties.

LandlordSource makes no representation of any kioidcharacter regarding the legality
of their products;they are working examples to be customized in Real Estate and/or
Property Management businesses. LandlordSource strongly recommends that the
purchaser of any of their products have an attorney, knalgkable in real estate and/or
property management law, review any material used in the documents to insure that it
meets city, county, regional, state and federal laws where your company is located.

If the purchaser uses any part of, or an entire Landi8ource productthe purchaser

agrees to defend and hold RE Manuals, LandlordSource, JSL Real Estate Services, Inc., its
principals angersonne) harmless from any, and all, claims arising out of the use of this
material. This is regardless of any persongntities that make a claim or file a suit

against LandlordSource, its principals, employees, or assigns.

LandlordSource makes no recommendations on fees of any kil references to fees are
strictly for example. It is the responsibility of tharchaser to set any fees in their business.
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Thank you for purchasgfrom LandlordSource. | sincerely hope you will find this useful in your company
and that it will save you valuable time and money.

Our company struggled for years with developing systems while handling the evelgdalgof real estate

sales, property management, custom home building, and a full time staff. It is a difficult task to handle the
challenges of legislative changes, tsantions, employees, real estate agents, property managers, clients,
tenants, vendors, and the public, as well as the process of creating office systems. Delegating the task to ar
employee can impose an unfair burden and takes valuable time away fromathekr

Therefore, the products are a combination of 30+ years of office management skills, real estate/property
management experience, and computer expertise into this product(s) with the goal that real estate and
property management companies everywhere will béhfrom the effort.

These products allow anyone to implement important documents for their office withoiriventing the
wheel, saving valuable time as well as money. The products work independently, but are also interactive.

You will find a desgstion of all products available on the following pages. You can find Information for
each product on our websiteyww.landlordsource.com

V A Roadmap to Organizing Professional Property Management

Policy & Procadtes Manual for Property Management

Policy & Procedures Manual for the Real Estate

Combination Policy & Procedures Manual for Real Estate & Property Management
Property Management Systems for Owner, Tenants, & Vendors

Employee Manual/System

FormsLetters, and Agreements for Property Management

Stop the Fires, a Checklist System for Property Management

Red Flags Office Policy

The Practical Guide to Buying and Selling Property Management Accounts/Business
Can You Recovelan Emergency/Disaster Systdéor Property Management

Building an Effective Property Management Team

Property Management landlord and tenant articles

Property Management email marketing templates

Property Management email and web page newsletters

Email Newsletter Setup Service

<KL LK LKL L L L L L LKLKKLKKL

LandlordSource wishes you great success with your purchase. If you have any queddtailsthem in an
emailservice@landlordsource.com

Sincerely

ﬁ “’”/O'V'W

Jean Storm3yIPM® Owner/Author
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Generalinformation and Tips

Customizabledocuments

Every LandlordSource produmintainscustomiable Microsoft Word® document§&me products contaif?DF
instructional manuals, such as the oneTine Practical Guide tBuying and Selling Property ManagemeniThe
Roadmap to Organizing Property Managemehé PDF manuaksre not customizablandprovided for
information orly.

Product Instructions

The Product Instructions will help you with the many tools utilized in Microsoft Word®. The demo video, How
LandlordSource Works found on each product pagemam.landlordsource.condemonstrates some of the

tools used as wellt is important to read the Product Instructions before working on the Microsoft Word®
documents.

Multiple versions

To use the LandlordSource documeritss important to know what version of Microsoft Word® you are using.
There ardlifferent instructions for Microsoft Word® 2003, 2007, 2010, and Zp&8es are listed in the Table
of Contentson the previous page You may even have a Microsoft Word® version that goes beyond version
2013.Tip: page7 covers how to find your version

In addition,Microsoft has variations of each of these versions depending on when you boughtoroputer
and/or software.There arealsodifferent modifications between Microsoft Word® 2007 Home and Professional.

Most of the Microsoft Word® documents come in two versions. Those with .doc extensgofts gersions 95
2003 and those with .docx extensions are for versions 2007 and higher.

IMPORTANT: Replacement Copy

If you hae purchased a replacement copy because you previously purchased the product, be sure the name of
the manual you have previously customized is different than the new replacementBagly.up your existing
manual in the event you have problem#/lany times he Headings in the new version are different, which can
cause difficulties with your formatting. It is important when copying from one copy to another that you use

G LI &0 Scday/1P20WHH i 6 SR GSEG¢ a2 &2dz R2 y23G OmeMNE dzy sl y

Specificools utilized

The Product Instructions will cover specific tools for versions 2003, 2007, 2010, and 2013. (Please refer to the
Table of Contents)LandlordSource created the documents in version 20@81 can import them into any

updated version of Microsoft Word® or any compatible word processing program.

Find and Replace

Styles and Headings

Table of Contents

Headers and Footers

Filkin forms/Forms Fields/Forms Toolbar

Tables

WordArt

>\ >\ >\ >\ >\ >\ >\
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Refer to the instructions for your version llicrosoft Word@f you experience the following:

A Youhavedifficulty changing or saving a document.

You cannot save a documer8olution:do asave & and rename it

You cannot change the Table of Contents

You are having difficulty working in a Table

Youare trying to change the company informatigrou need to access the Header & Footer
You cannot change a documeManydocumentsin 2003are protectedor in versions 201@nd up,
it istermedrestricted It is important to tirn on the Developer Tatread aboutprotected
unprotected,or restrictedconcerning your version.

A You cannot chang€Company Logoit is utilizing WordArt

v v > > >

Backup

When you backup, do save aswith the current date on the end of the documename, example Policy and
Procedures Manud52814. The next time you change the mameagdeat this process again with tleairrent

date, example- Policy and Procedures Manual 07311f4nformation is lost or the file is corrupted, you can rely
on previous saves.

Badkup all documents when you make changes. It is importaieitkup often and on different media

Make several copiesstore one offsite; store one in another media as well as your computer, such as a flash
RNAGS 2NJ /50 2A0K {(INORKcase i you Soddt fageftide] dsiz soriekir® B toperform
this very important function.

Red text in documents

A The red textin any of the documents is to point out areas to change to your company policies, local or
state legislation. Just highlighte red text and change or delete
A To remove any red text, simply highlight and change to blackatestremove bold

State and Local Laws

No document can address ALL state and local laws. We have addressed many US Federal Laws and have sect
for you to ald additional state, regional, and/or local legislation. These areasaried in red to bring this to
your attention. You will find that simpleto add your state, regional, logand country laws.

Use the Help function often

Throughout the document, there are references to using Help. Many people ignore Help, not realizing it is
useful tool;most of the instructions are easy to follow. Printing Instructioas maket easier to use Help. In
addition, you can print out thenstructions in Help to make it easier to read and keep in a file for future use.

Tip:here are two simple ways to bring up Helghey will access information offline and online.
1. TheF1 key will bring up the Help functionAt.Lversions of Microsoft Word®
2. If you have Microsoft Office, you will see a question mark in later versions of Microsoft Word® in the
upper right hand corner that will also take you to the Offitelp function
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WordArt and Company Logos

The LandlordSource @ducts use€Company Logas a WordArt instead of a picture. You can easily change this
by clicking directly on the WordArt and either changing the wording or to remove it, use the delete key. To use

your company artwork, usthe insert picturetool. For moe instructions, use Help (F1) and searchniggrt
picture

Determine Your Version of Microsoft Word®

It is important to know which version of Microsoft Word® that you have so that you can find the tools used
in the LandlordSource Products, such as protect, unprotect, form fieldes, etc.

Microsoft Word® 2003

A ChooseHelp>About Microsoft Word®a window will immediatelyidentify Microsoft Word®
2003

TheMicrosoft Word® 2003 menu at the top looks similar to this:

EEiIe Edit View Insert Format Tools Table Window Help AdobePDF Acrebat Comments

PG 303V B s F a8 R EE GGl 0% - @] dRead B

| A4 Normal + Left: 0 » Calibri -2 - B 7 UE|E=E=is-zizEEO-Y-A-

] 22 T T T R

Microsoft Word® 2007
If you have version 2007, the menu at the top looks similar towtitis the ball v
. . o

You need to drop down theenu from the ball to access this version. >

’_p\ Document3 - Microsoft Word - 7 X
9 Home Insert Page Layout References Mailings Review Wiew Developer '@
= : Arial Sl AW |[E[EE = | EE |8 | asBbecer | AsBbCCT AaBbCi AaBbCc ’% _,éa:::a;
Paftf ;. |B I U -ahe x, x* Aa~ || - A-| |EE = E||l=|| 8- i TMormal | TMoSpaci. Headingl Heading2 - Em;‘sgf ::Seled'

Clipboard & Font F} Paragraph [F} Styles [F} Editing

J= - U BBIJFIHEDHdEA SO SIS omal e @ s

Microsoft Word® 201@&nd 2013

If you have version 2010, the menu at the top looks like this and will display the W on thaneftop
corner @r

T et Instrachions 2012 1006 2nd - Microso Wor W

“ Home Insert Page Layout References Mailings Review View Developer

o

J o g A & | Aav | B =5 | A ( Vo
=) Salipn 2 VAN A5 FE N T 4aBbCl AaBbecr | AsBbCCD | Aa
Paste _ = 2 ~ip. A .|| = Ry il :
5 § Format Painter B 7 U abe X, X 74 ;\_ = A v i Emphasis Heading 7 1 Normal St
k:ﬁggoard 3 Font Paragraph

5

H9-0AA-FasBTRE2-8-8 =
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A Forversion2010, go to File>Hejphe version will balisplayedon the right.
A Forversion2013, go to FileAccount; the version will be displayed on the right.

Microsoft Word® versions above 2013

For versions, higher than 201/&fer to information on 2010 and 2@1If they are inconsistentonsult
Microsoft Help(F1)

Instructions for Microsoft Word® version 2003

Find & Replace Version 2003
This tool is useful for replacing repeated words and can savengmyhours of time:
Example: IThe Policy and Proceduéienual for Property Managementhe company is

designated two waygCompany Nameand (Company Initials These appear several hundred times
¢ you can replacsvith your company name and company initials in minutes.

1. Use Control F> Find and Replace bakek more>check Match Case or Find Whole Words only

2. Type inFind what the item that you want to replace

3. Type in Replace wittythe wording you want to replace in the document

4. You can choose to replace one at a time or replace all. When thesoareany taeplace, such
as Company Initials replace one first and if correct, then choosplace all.

5. Tip: remember thatyou have to spell the find what correctlythis will not work. If you
accidently replace with the wrong thing, just undefore saving. Ifou have typed incorrectly
do another Find and Replate put in the right wording or initials

Find and Replace ? 28
Find |F‘.EEJace I Go To
Find what: El
[ Highlight all items found in: l
Main Document
nnnnnn Find and Replace I ? ﬂh1
Replace | GoTo
Find what: (Company Initial) |Z|
Options:  Match Case
Il | Replace with: Lsl |E|
|
l
| [ Less % ] [ Replace ] [Replace All ] [ Eind Mext ] ’ Cancel ]
|| | search Options
| Search: All
[¥] Match case E
Find whole words only
Paged [] Use wildcards
| [ Sounds like (English) source Product Instructions
| || Find all word forms (English) rdSource 2003 / R2015
I Replace
Format ~ ] [ Spedal -




Styles and Headings in Version 2003

Use styles and formatting to create a Table of Contents. This is available in all versions but found in
different places.

A

A

When opening a blank Microsoft Word® document, it defaultsdomal, whichyou can see on the
formatting toolbar (if turned on). Normal is essentiallgtgle.

Special note the current LandlordSource Products generally eifiger Arialor Calibrifontsin the
manuals. However, if you wish to use another fafg¢lvetica, or imes New Roman, theset

Normal and all headings to the fodesired

In the picture below, the font for Normal is Arial, instead of trefault Times New Romaiont in
Microsoft Word@003 This was changed under Format/Styles and Formatting. Normal reflaats
for all LandlordSource documents.

uments - Micl 0l

File Edit Wew Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question ft

a4 umen lic! 0

i Fle Edit View [Insert | Format | Tools Table Window Help AdobePDF  Acrobat Comments Type a que|

: I ﬁ i i E Ii g Font... 7 Read

i A4 Normal . Arial | M| Paragraph... » &b MyDate ) Ending ECk’SiﬂQ !ahl

e e - . -
;El Bulets and Mumbering... Ry =

Edit Text... A3 b = AV

Borders and Shading...

Ea Columns. ..

Tabs...
Drop Cap...
“ﬂ Text Direction. ..

Change Case...

Background »

l#| Theme...
Frames 3
AutoFormat. ..

Styies and Formattng... <

Reveal Formatting... Shift+F1

Object...
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1. ChooseFormatStyles and Formattinga box will appear where you can select, change, or
modify a style in a Heading.
@ Documentd - Microsoft Ward (=
i Fle Edit WView Insert Format Tools Table Window Help  Adobe PDF  Acrobat Comments Typeaquestion forhelp  » X
HRN= = REWE TI= NN N - AR R | 0% -0 e
] resdingz - aria - -|[Blz U |[EE==4=-= =|E -2 - A - Twoae b endng @ cesne B iabl P 5@ B
il | Edittext. | O3 B g LA Ak S AV
E B R T T T S R
Formatting of selected text
A. Heading 2
Pick formatting to apply
A. Heading2 1/
Clear Formatting |
Body Text 2 1 |
|. Heading 1 -
A. Heading2 «
Heading 3 1
Heading 4 L
= Heading 6 1 ™
| PV T P |
2. Headings ar¢he basis for the Table of Contents in the manytle Headings contain a style
based on their formatting.
3. The manualgenerally usédeading 1 and Heading 2 to form the Table of Contebtene
LandlordSource manuals also use Heading 3
4. When you change addding, yowchangethe style and formatting.

4] Document10 - Microsoft Word

=

i Fle Edt View Insert Format Tools Table  Window

HRN=A" EENT - W AR RN

Help Adobe PDF  Acrobat Comments

- Arial

x

Type a question for help -
£ T 0% - @ JiRead g
D
iE £ - a7, ﬁ - i i
i= | b MyDate b Ending Eclosmg !

JEI Mormal

L]

Formatting of selected text

‘

MNormal

Select All: Not Currently Used

[

Clear Formatting
Mew Style...
Modify...

A
. Heading 1 1
A. Heading 2 1

Reveal Formatting...
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Table of Contentsversion 2003

This is a very powerful and useful tool in Microsoft Word®thece is a Table of Contenits all of the
LandlordSource manuals

Using the Table of Contents

The Table of Contents shows thebject andpage numberswhich is helpful for the reader

In anelectronicmanual (on your drive), you can place your cursor over a heading and it will tell
you how to click to take you to that subject. Thigxsremelyusefulwhile editing a very large
document such as a Policy and Procedures Manual

A Inapaper version, it will tell you where to locate content.

> >

To update the Table of Contents:

1. EDIT THE MANUAL FIRST!

2. Do NOT try to edit the Table of Contents direcitythe Table of Contents; the changes to the
Table of Contents come from changes made inlibdy of themanualbelow the Table of
Contents

3. When editing the manuak completed it is timeto update the Table of Contents

4. SAVEhe manual beforeupdating the Table of Contents. If there is a problem, gau refer to
the saved version

5. Rght-clickonthe Table of ContentsUpdate FieldUpdate Entire Tablésee below} this will
automaically update the entire table

6. Unwanted text in youfTable ofContentsis reflecting a Heading

7. If necessary, gto Help(F1)for more inbrmation on Headings and Styles

H

I Fle Edit View Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments Type a question for help = X

A=A~ NERE I RNk N| BAl9 oA 8 O R =B 0 - @) HRed

E yperli - Ari = = = = = '=.|i= = iE sE - 3 - i i E o g

i A4 Hyperlink Arial i1 .| B I Eh: = = = i= is IE 3E | B2 . A - Jimypate b Ending ﬂcloslng._‘ i ab| | W) =l

il FEVYCIFEEE ¥

Aehot |

lz‘ 1"'I"'§'"I"'l"'l"'E"""E"'I"'4'"I"'E"'I"'S"'I'o"?"' T
Policy & Procedures Manual

- For Real Estate Sales

. Update Table of Contents

i Welcome....................| Word is updating the table of contents. Select one

Policy & Procedures M| of the following options:

- Company Refers
- . J Updat b I
. Interactive Manu @.niianoiir

- Mon-Static Docu J .
- Manual Objectiv .
o Manual Co#fider
- Personnel Respo
_ Glossary of Terms
- Real Estate Terminology .................. 2
) Company Terminology ...
I Relevant Acronyms....................
- Company Informati

Mission Statement ...
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A If you wish to recreateor change the style ofhe Table of Contents

Back up your manual and store in anotHecation
Highlightthe current Table of Contents andelete
Go to InserbReferencelndex and Tables

For more information go télelp (F1)

PN PE

#] Document8 - Microsoft Word H
_ The box below will pop up
: Ble Edit WView | Insert | Format Tools Table Window Help Adobe PDF  Acrobat Co d t ft
: - . on your aocument arter
w22 B9 o @ you
P dg nomal | ] PeoeNumbers.. Bz == = e selecting Index and Tables.
= Date and Time. ..
P A _ Select the Table of Content
— AutoText »
El [ o o | o A T T PP S R [P UT R S
Eicld... . . . .
Symbol...
=d| Comment
] 1nk Comment
‘*—S Ink Annotations Index and Tables
| el 2 | Footnote... Index | Table of Contents | Table of Figures | Table of Authorites
B Web Component Caption... Print Preview Web Preview
Picture 5 Cross-reference. . HEADING 1 ooueriiessssssssassisisnnns 1|~/ |HEADING 1 i
| Stvied
£, Diagram... | Index and Tables. . STYLE STYLE1 STyLE STYLE 1 +EMBOSS
- B2l Text Box SMALL CAPS BEFORE: 0 PT SmaLL caps BEFORE: 0T
- N AFTER: 0 PT ArTeR: 0pT
Fie... STYLET oeeeeeeremenesenesneninenes 1| |STYLET |
_ Object... Shaw page numbers Use hyperlinks instead of page numbers
- Bookmark. .. Right align page numbers
| Hyperlink...  Ctrl+K Tab leader: |0 v
. General
Farmats: | From template |w|  Show levels: kB &

Headers and Footersersion 2003

A All LandlordSource documentation contains headers and/or footersn&ed toreplace tre
wording with your information
Headers and footers allow the same information to show up on multiple pages, such as page
numbers or date of the documentation
A When the information is located inteeader or footer, it keeps the body of the teixom moving
around as you type
A Uses for Headers
o Company informatiofiogo
o Form Titles
A Uses for Footers
o Document date of creation / resion dates
o Page numbers

>
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A To usehe Header and Footer:

dick View>Headerand Footer
The Header and Footer Toolbar will pop up and look like the graphic below

On the toolbar, there is a button to shift between Header and Foesere graphic below dhe

down arrow

Change the company logo and information in theader

@mcmoﬂ Word M
I Fle Edit View Insert Format Tools Table  Window Help  Adobe PDF Acrobat Comments Type a question for help b4

WA WG A RN R

= 5|3 11 0% -@ ] HRead B

- Arial -1l .| B F U|EEEE I=-|iZ == - ﬁ T MyDate JlEndmg ﬂclomng! abl ] f gy I

i gl | EditText.. | 3 ¢

I Header
: I

Header and Footer

Ingert AutoText = | | = FFE ®© g &322 E (& 5, dose

Change the company name and dates in the Fo@é¢randlordSource will show in all footers of

the LandlordSource products; it is important that you chatigefooterto YOURompany
information

fure F‘ersunnel are
ntele, vendors, or

ompany Intials) expects all Personnel to follow the guidelines of this policy when in
t;tgntact with prospective and/or current clientele, vendors, or the public.
QOTer

Policy and Procedures Manual for Propery Management |
ELandlord Source 2002 / REV1012 !
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Protect/Unprotect for Filkin forms/FormsFields version 2003

Filkin forms/form fields

A Filkin forms allow you to tab from field to field so you can quickly ihggormation in to the
field

Youinsertforms fields ad then protect the document.

Problem: When working on a form, letter, or agreement, it will not allow changtss
document isprotectedto allowthe user to fillin the field by tabbing

Solution the document must benprotected see below

Forms fieldsallow the user to quickly tab from field teefd and insert the information

When using fiin forms, tab only, do @t hit enter

To create a Forms Fields, the user must access the Forms Toolbar (pictured e ldetaaled
in the next section)

To work on a form, you must unprotect the document. (See next section)

To learn how to create and usiee many types offorms fields, god Help (F1andsearchForms
Fields

> >

> B

> 3>

Forms ToolbarProtect and unprotect
Two wayspermit the document to be changeat unprotected

1. ToolssUnprotect>Unprotect document the tool bar show below will pop up on your screen
2. Turn on the Forms Tool Basimplest way)
0 Atthe end of the menu bafthe top of Microsoft Word®Rightclick(a menu of toolbars will
drop down>Choose Formthe tool bar showbelow will popup on your screen
o To turn on and off the protection, click the lock at the end of tibelbar; see the graphic
below

abl 2 (B 7 | O @

2 (5]

0 Thesesymbolsinsert

A dheck box

A text box fabl

A drop-down list
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If you've used the Forntsolbarto insertform fieldsin aform, you can use this procedure to
change the protect or unprotect of the fields.

Open the documentremove protectio

Doubleclick tre form field youwvant to change

Changehe text you want and click OK

ClickProtect Formor using the lock on the toolbar

hwnNPE

Tables version 2003

The LandlordSource Products use Tables in various documents and in all of the checkliss¢ap the
the Fires, a CheckliSystem for Property Manageme@hecklistassist with organizing information
(see example below).

1. ChooseTable(#1)>Turn on the Tables Toolbar (#2)
2. ConsultHelp (F1)o work with the different functions of Tables.

2 Prop Mgmt

! File Edit View Inset Format Tools Table Window Help Adebe PDF  Acrobat Comments

NEE RS RITE b B S 8O RES D @ ke Bt s %

P44 MNormal+12pt £+ Arial 12 L |IB|L U |E|E=EE =-]i= Eﬁzg__§|va!_=fv_av!
A LT A E =R TR = A e |

PROPERTY MANAGEMENT OVERVIEW

Yes | No | NIA In Needs
Progress/% | Revision

|s there an organized marketing program for
procuring new accounts/inew properies?

Is there an organized marketing program for
leasing properties?
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Quick Access Toolband Developer Tab

When Microsoft Word®pdated to versior2007and abovethey changed the menu system

They eliminatedaccesgo the previoustoolbarsof 2003

They addedhe Quick Acces3oolbar and Developer tabto select different tools

They did NO&utomatically turn on thédeveloper tab in the main menu systemmakingit more
difficult to find important tools used in the LandlordSource products, such as Header & Footer,
Protect & UnprotectRestrict Editingand Table of Contents

Quick Access Toolar

> >

A Inall versions, the Quick AcceBsolbaris by default above the Menu/Ribbof#1 below
A The default Quick Access Toolbar defaultth® Save button, the undo and redo buttog$ut you
cancustomize the commands that you uee most

#1 ’ el -
Q/"
— Home Insert Page Layout References I

i

=8 ‘||| Arial -8 <A AT |z
F‘afte 7 B 7 U - abe x, x=mva|_v’-év

Clipboard ™= Font )

Quick Access Toolbar Location o\ H92- OV & )+

-
Home Insert Page Layout References Mailing

1. The default location is above the mebut can be / ~ o
CalibtiBody) 4 bhEed T 52

moved below
2. Right click the&Quick Access toolbarShow below

4

i
]

'Vj B U ~abe x, X Aa~||¥~ A~

. Clipboard ™= Font 4
the Ribbon 0% 0905 -
Add functions to the Quick Access Toolbar [Clsm— ! !
1. Listthe toolsyou userepeatedly in Microsoft 1

Word® and themadd them to the Quick Access i
Toolbar e — —

2. To addclick the arrow at the end of the Quick bl i b i
Access ToolbarMore Commandsadd your favorite commands

3. Do not addoo manycommands to avoid confusioronly your preferred ones
4. Consult Help (F1) if necessary
D“ﬂ Document3 - Microsoft Word - = X
— Home Insert Page Layout References Mailings Review View Developer L7
= 1 - == — . i—_|= = X 34 Find -
B arial Tl A W) 32 4= - || (24T | AaBbeer | AaBbCel AaBbC: AaBbCe - % . ;E::ace
Pa‘ste 7 B 7 U-aex x Aam|¥-A-|IEE=E|l=|d- - THormal |7 Mo Spaci.. Headingl Heading2 - gg?:sgf :cSeIed .
Clipboard ™= Font (F] Paragraph F]

Style & || Editing
1EHY 6 ABSPABIIHASO =FSHom 4= @ s _

I
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TheDeveloper Tabversion2007

[
1. dick theMicrosoft Office Buttor(v"?’ on the top left corner of your screen

2. ChooseNord Options>Popular check Show Developer tab in the Ribbetheck OKat
the bottom of this box; you should now see the Developer tab on your main menu

Word Options

Mpuhr
Display
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

Change the most popular options in Word.

Top options for working with Word

Show Mini Toolbar on selection ()

Enable Live Preview ()

Show Developer tab in the Ribbon (i)

Open e-mail attachments in Full Screen Reading view i)

LColor scheme: Blue IZ|
ScreenTip style: | Show feature descriptions in ScreenTips IZ|
Personalize your copy of Microsoft Office

User name: |Jean Storms

Initials: IMSs

Choose the languages you want to use with Microsoft Office: Language Settings...

] [ Cancel
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A TheDeveloper Tajversiors 2010and 2013

1.

Go toFile>Options>Customize Ribbon>Main Tatlseck DeveloperClick OKyou will see the
Developer Tab on the Ribbon or Menus at the topatrosoft Word®see second graphic
below)
For more information, consult Help (F1)
Word Options | 7 P9 | I
- - . -
o
G I 3 . -
Ener ﬂj Customize the Ribbon and keyboard shortcuts. _k
Display
) Choose commands from: (i Customize the Ribbon: i =
Proofing Popular Commands El Main Tabs El |
Save |
v_ﬁ} Accept and Move to MNext - Main Tabs
tanguage = align Left i =l [¥] Home
Advanced "= Breaks b Clipboard
‘= Bullets 3 Font
<= Change List Level 3 Styles
Cuuick Access Toolbar *3 Copy Editing
#  Cut 3 [¥]Insert
Addns Define Mew Number Format... 7 Page Layout
“] Delete | References
Trust Center é Draw Table Mailings
Draw Vertical Text Box
=) E-mail L
32 Find Add = > CE— -
Font I=
A Font Color |; [¥]Insert (Blog Post)
Font Size i Qutlining
# Format Painter Background Removal
A" Grow Font
% Hyperlink..,
AB' Insert Footnote
IE Line and Paragraph Spacing 3
F Macras
1 Mew
_d MNew Comment
#1 MNext New Tab ] [ New Group ] [ Rename...
= ) I =
Humbering . Customizations: i
Keyboard shortouts: B
[ ok cancel | | [
g

Home Insert

Page Layout References Mailings

Review

View

Developer

Word 2010 - Microsoft Word W
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Instructions for Microsoft Word® version 2007

Find & Replaceersion 2007

This tool is useful for replacing repeated words and can gauéhours of time, such as company name,
company initials, state, etc.

In 2007 versionghere are two ways to do Find and Replace

1. Home tab> Findor useControl F, the Find box will appear
2. dick more>check Match Case and Find whole words only
3. InFindwhat, typethe item that you want to replace
4. In Replacetypethe wording to replace
a) You can choose to replace one at a time or replacé&tdrt with one replacament; If
correct and there arenany to replace, such #g&€ompany Initials check replacaill.
b) Tip:spell thewordingmustcorrectly orit will not find the wording to replace.
c) If you replacancorrectly just undo or if you have already saved it, just do another Find
and Replacéo correct the wording

Find and Replace ? 2
Find | Replace | GoTo |
Find what: E

[] Highlight all items found in:

Main Document
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Styles and Headingsgersion 2007

A All formatting in Microsoft Word has a style
A A style is a set of formatting instructions. Word applies the formatting instructions when you apply a
style. Microsoft Word comes with dozens of btiitstyles
A Styles are assigned to Headingsmedocuments lavemultiple headings
A All blank documents automatically use Normal but you can customize documents by creating preset
styles and headingghese instructions are in Calibri; the example below uses Cambria
A When you first bring up a blank page in Microsoft Word®, choose home in the Main Menu.
A Stylesisto the rightc see the graphic below; the first one is the normal oraigf text
'AaBbCcD || AaBbCcD AaBbC: AaBbCc Ha]j AaBbCc. AaBbCcD AaBbCcD AaBl
T Mormal | T Mo Spaci.. Headingl Heading 2 Title Subtitle Subtle Em... Emphasis Intens
Styles
) R
Properties
Mame: |Haati1g 1 |
Style type: |Linked (paragraph and character) - |
Style based on: | T Maormal |E|
Style for following paragraph: | 7 Mormal Izl
Formatting
|Cambria {Headings}lzl| P ) ||_|E|
BEl===s|B= =121 =
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text
Font: (Default) +Headings, 14 pt, Bold, Font color: Accent 1, Space Before: 24 pt, Keep with next,
Keep lines together, Level 1, Style: Linked, Quick Style, Priority: 10, Based on: Mormal, Following
style: Marmal
Add to Quick Style list  [7] Automatically update
(@ Only in this document ) New documents based on this template
o J[ cne
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In LandlordSource manuglthe styles for the differenHeadings, including normal, use ti@alibrifont

1. Right-clickon a Headingmodify, and change the font to any font you wish (see the exarople

the previous page)
2. Change each heading shown below to the fgrdee graphic on previous page.

Headingl Heading2 THeading3 Heading4 THeading5 Headingg - g:jnge
i

F |

AaBbCﬁ AaBb(C AaBbCcl AaBbCcl AaBbCcl AaBbCcl o AaBL _ %

Styles

3. Below you will find examples of the Headings 1 & 2 used in the LandlordSource manuals.
4. The Headingase an Arial Font in diffen¢ font sizes with a blue color

=4 ToRTT

- - A AT - | @ T T ..  EEEE A
1716 - A A Aar (W E-iE-S EE T yupecc AaBbC AaBbCel AaBbCel AaBbCel AaBbCel
abe X, X° W-A- EEEE = S Emphasis  Headingl Heading2 THeading3 Heading4 7 Heading §

Styles

Heading 1 PoLicy & PROCEDURE MANUAL GUIDELINES

lings Review View Developer
Company Reference B, 1= .= .. EEEE | A
E=-EE = naBbceD: | AaBbcede AaBbCi AaBbce AAB
(Cgr-rmar-w||--|i1ja|5)J in this P0|ICY and Pr A' %E == :E' Q' i NTNormal |7 Mo Spati.. Headingl Heading 2 Title
name, (Company Name) = Paragraph Styles
(Com_pany Name), and (Comp [[eaiy e @Ql
working Property Managemen
Instructions on how to chang =
MName: Normal
. Style type: Paragraph
. nteractive Manual
Headln(] 2 Style based on: {no style)
This manual is interactive with other co Style for following paragraph: | 4T Mormal [=]
frllmninm: Ero=
Calibri (Body) |z| 11 |z|| B I U | Automatic El
BE=s=====|11E &=
sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text

Font: (Default) +Body (Calibri), Left
Line spacing: Multiple 1.15li, Space
After: 10 pt, Widow,Orphan control, Style: Quick Style

Add to Quick Style list
@ Only in this document  (©) New documents based on this template
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o

You can change the colasize, etc. at the sanmtéene
To change the color and size of the font, choose the format button on the bottom of the modify
style box at thebottom
7. When you do, there will be several choices; choose font to nchlamges to the color and size
8. Another box will appear where you camake the changs; refer to the bottom graphic
9. Say ok at the bottom of the font boxo saveyour changesfter making youselections to
change your styles and headings
10.0nce you create headings in your document, you can create a table of comteghtshegnning
of the document
11. Read more on Table of Contents in the next section.

o

Col
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