CREATING AN A+CAD TEMPLATE
We wish to set up a drawing template with a border and title block that you can use for all future drawings you will be completing in this course.  It is important that you follow all directions and steps given.  If you are uncertain about any steps, please ask for clarification.

1.  Open a new document in A+CAD.  Save what will become your template as “YOUR NAME Template”.  Make sure to change the file type to “.dwt” by selecting “Drawing Template (dwt)” as the “Save As Type”.

2.  Create each of the new layers listed below.  To create new layers, select “Explore Layers…” under the “Settings” menu.  Select “New” under the “Edit” menu, or select the left-most icon on the tool bar.  Change the five settings to match those listed in the table below for each new layer.  All other settings can be left at their default values.  Once completed, these layers will be available for every new drawing each time you open your template.

	LAYER NAME
	COLOR
	LINE TYPE
	LINE…
	PRINT

	OBJECT
	RED
	CONTINUOUS
	.35mm
	YES

	BORDER
	40
	CONTINUOUS
	.50mm
	YES

	CENTER
	GREEN
	CENTER
	.25mm
	YES

	DIMENSION
	CYAN
	CONTINUOUS
	.25mm
	YES

	HIDDEN
	YELLOW
	HIDDEN
	.25mm
	YES

	TEACHER
	MAGENTA
	CONTINUOUS
	.25mm
	YES

	TEXT
	BLUE
	CONTINUOUS
	.25mm
	YES

	VIEWPORTS
	GREY(9)
	CONTINUOUS
	.25mm
	NO


3.  Define a new text style to utilize for all drawings.  Select “Explore Text Styles” under the “Settings” menu.  Create a new text style and name it “TITLE”.  Do this by either selecting the leftmost icon on the tool bar or right click on the existing “Standard” text style and selecting “New”.  Select Arial as the font and set the text height at .25”.  Setting the text height will make all text using this style .25” high.  Use this text style for all text in your title blocks of your drawings.

4.  Define a second new text style and call it “CLASS”.  Again, select Arial as your font, but leave the text height at the default “0”.  This will cause A+CAD to prompt you for a height each time you enter text.

5.  Now define a new dimension style called “CLASS”.  Again look under “Settings” menu and click “Dimension Settings”.  Select “New” and enter the name “CLASS”.
a) Under the “Units” tab change the number of decimal places from four to two.

b) Under the “Text” tab set the style to “CLASS”.

c) Click “Save” to save changes to the new dimension style.

5.  Rename the “Layout 1” tab as “11x8.5”.  Right click on the “Layout 1” tab, select Rename and make the change.

6.  Make sure that the “11x8.5” tab is selected.  With the various drawing commands, create a border for an 11x8.5 piece of paper so that the border is .5” in from the edges of the paper (a border that is 10”x7.5”).  Create .5” high boxes along the bottom edge of your border so that the title block has four discrete boxes for information.  Be sure to use the “BORDER” layer when drawing your title block.  Using the “TITLE” text style, the “TEXT” layer and all capital letters fill in the boxes from left to right with the following text:  DRAWING TITLE, YOUR NAME, SCALE, and DATE.
7.  Create a viewport on you 11x8.5 layout.  Your viewport should just fit within your border above your title block.  Be sure to only make one viewport, and be sure that you draw it on the “VIEWPORTS” layer so that it does not print.  To create a new viewport, use the “Layout Viewports” command under the “VIEW” menu.  Select opposite corners for the viewport.  As with a rectangle, these corners can later be selected to adjust the size and position of the viewport.
8.  While still on the 11x8.5 layout tab, select “Print” from the “FILE” menu.  There are a couple of changes that must be made to insure your drawings print properly.

· In the print window, select the “Extents” as the “Print Area”.

On the “Advanced Tab”,

· Select “Monochrome.ctb” as the name for the “Print Style Table (Pen Assignments).

· Check the “Center on Page” box for the “Printer Offset” options. 

9. Save your completed template for later use.  Be sure to use the “Save As” command under the “FILE” menu.  Also, be sure you save your file as a “Drawing Template (dwt) file.  This option must be selected each and every time.
10.  Rename the “Layout 2” tab as “17x11”.  Right click on the “Layout 2” tab, select Rename and make the change.

11.  Make sure that the “17x11” tab is selected.  With the various drawing commands, create a border so that the border is .5” in from the edges of the paper (a border that is 16”x10”).  Create .5” high boxes along the bottom edge of your border as in Step #6 above for your 11x8.5 layout.
12.  While still on the 11x8.5 layout tab, select “Print” from the “FILE” menu.  There are a couple of changes that must be made to insure your drawings print properly.

· In the print window, select the “Extents” as the “Print Area”.

On the “Advanced Tab”,

· Select “Monochrome.ctb” as the name for the “Print Style Table (Pen Assignments).

· Check the “Center on Page” box for the “Printer Offset” options. 

13.  Save your template again as before, making sure to select “Drawing Template (dwt) as the file type.

14.  Save a second copy of your template as a back-up file somewhere else besides your H drive.

From now on, whenever you wish to begin a new drawing using A+CAD, you should 

1) Open A+CAD.

2) When prompted, select the “Use a template drawing” option.

3) Browse to your H drive and find your template (the one you just created).  Select “Open”.
4) Select “Finish”.

A new drawing will open with all of your template settings and borders.  You will immediately need to save this as a drawing file with a different name (don’t save it as another template – you will overwrite your master template).

When you wish to print a drawing using either of your layouts, you must modify the printer setup.  When on the desired layout tab, select “Print Setup” under the “FILE” menu.

For the 11x8.5 layout:

a) Select  “HP LaserJet 4050 PCL 5 (F11)” from the listed options.

b) Change the paper orientation to “Landscape”.

c) Change the paper size to “Letter”.

d) Select “Okay”.

For the 17x11 layout:

a) Select  “HP LaserJet 5200 PCL 5 (F11)” from the listed options.

b) Change the paper orientation to “Landscape”.

c) Change the paper size to 11x17.

d) Select “Okay”.

BEFORE PRINTING, ALWAYS USE “PRINT PREVIEW” UNDER THE “FILE” MENU TO AVOID WASTING PAPER.  IF IT DOESN’T LOOK RIGHT ON THIS VIEW, IT WON’T PRINT CORRECTLY EITHER!!
