HOW TO MODIFY GPMP TEMPLATE TO INCLUDE REVIEWS
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                                             STEP 1

                                            Click on the letter writer icon or press the F8 key
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Step 2
From the File menu select “ Modify Template”
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Step 4 – Once template is open 

Click on  File menu  – Page Set up
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Step 5

Change Orientation to landscape


Step 6

    
Scroll down until you reac
reach the plan section of your 
of the template. 

Click your mouse in the
the “arrangements”
Column.  Go to table menu
Menu<Insert <Column 


To the right 


Step 7
Add 3 columns and

Then name each 
Column
Review 6mths, 12mths
And 18mths


Step 8  - Saving your Template

File , Save as Template


Name the template
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Step 9

Using the template
Select template 

From “user defined”

Tab


Complete GPMP

GPMP

SAVE Your Management plan

Review of GP management Plan 
When it is time to do a review – either double click on previous management plan or right click and “Edit”.
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This will open up document – and it is now possible to add review comments.
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The letter will save as a new document – tip give your document an accurate description. [image: image4.png]Letter Details
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