Removing unwanted hidden headers and footers from RTW Act standard letter
templates.

Microsoft Word 2010 & 2013

1. Open the letter template to be cleaned, then go to the File tab
2. Under ‘Info’ select ‘Inspect Document’
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3. This will open a dialog box ‘Document Inspector’



Pages 13
Words 5541

, y
Document Inspector S [

To check the document for the selected content, dick Inspect.
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Custom XML Data
Inspects for custom XML data stored with this document

4. Press ‘Inspect’
5. After a few seconds the dialog box will display an exclamation mark next to ‘Headers,
Footers and Watermarks’ with a ‘Remove all’ button. Press ‘Remove all’.
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Note: If the Document Inspector does not display an exclamation mark next to ‘Headers,
Footers and Watermarks’ with a ‘Remove all’ button, it means there is no hidden text and no
further action needs to be taken.

6. Return to the template by clicking on the arrow at top left, then save the changes before
closing.



