System 7: Using Stationery
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e Conbined two articles into this one.

What is stationery? How can | use it? Does it work with all applications?
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Stationery is a System 7 feature with which you create "tenpl ate”
docunents. For exanple, if you have a menp formthat you use frequently,
you can create a stationery docunent that gives you a fresh version of the
meno every tine you open it.

Stationery works with all applications. Sone applications are
stationery-aware. That is, you can specify whether a docunment shoul d be
treated as stationery when you first save the docunent using the "Save
As..." command. Although other applications are not stationery-aware, there
is another way to create a stationery document.

How to Create a Stationery Docunent

Fol | ow t hese steps:

1) Create your tenplate docunent in your application. For exanple, you
m ght have a docunment that has "From" "To:" and "About:" |ines.

2) Save the docurent to your disk.
3) Switch back to the Finder (desktop).
4) Sel ect the docunent's icon.

5) Choose Get Info fromthe File Menu.



6) Cick the box marked "Stationery" in the Get |Info w ndow
7) Close the Get Info wi ndow.

When you open the stationery docunment, you get a copy of the document
for your use.

A stationery pad can be opened |like any other docunent -- by
doubl e-clicking its icon, by selecting it and then opening it fromthe File
menu, or by opening it fromw thin an application

When a stationery pad is opened for an application that supports this
feature, a newfile with the title "Untitled" is created. This file is a
copy of the stationery pad, containing all the formats and i nfornation of
the original. You make changes to the "Untitled" docunent, naming it when
you save the new docunent. The new document is saved as a regul ar document
-- not as a stationery pad -- unless you specify otherw se.

For applications not yet supporting the stationery option, you nane the new
docunent when you open the stationery pad. Double-click the icon of the
stationery pad you want to open. A dialog box appears asking you to nane

t he document. Type a nanme for the new docunment. After saving the docunent,
you can then proceed to nake the desired changes.

You can nmake changes in a stationery pad by turning off the "Stationery
pad" attribute through the Info box, making the desired changes, then
turning the attribute back on
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