Microsoft Word

Creating a Template

If there is a certain document type that you make use of again and again, it may be useful to create a Word Template. This means that you create the “bones” of the document and save it as a template, enabling you to use the template many times as the basis for other documents. For example, if you wish to create a template for a weekly spelling list, decide on what elements of the document you wish to remain the same every week and save these elements as a Word Template. It’s worth your while putting some thought into what you want to look the same every time you use this template. This will save you having to make too many changes each time you use the template.
Page Setup
Open Microsoft Word to begin creating the template. To set up the page size and margins click “File” and “Page Setup” in the top left hand corner of the Word window and the following window appears:
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In this window, you can decide to orient the page portrait or landscape by clicking either option. The margins at the top and bottom of the page are usually set at 2.54cm. The margins on the right and the left are usually set at 3.17cm. These margins can be increased or decreased by clicking on the up or down arrows beside each of these margin measurements. By clicking on the “Paper” tab at the top of the window you can change the size of the page which is set at A4 by default. When you have made the changes you wish to make in the page setup, click “OK”.
Insert Text
Insert the text that you wish to remain the same every time you make use of the template. Don’t forget that you can set the font style, size, colour and orientation to remain the same. If you insert a table, you can set the number of rows, columns, the width of the columns, the border of the table etc. You can also insert a header or footer that will appear every time you use the template.
Save the Template

When you are happy with the layout and format of your template, it’s time to save it. Click “File” and “Save As” in the top left hand corner of the Word window and the following window will appear:
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At the top of the window choose where to save the template eg. Save it in “My Documents”.

Near the bottom of the window give the template a name that will make sense to you eg. “Spelling Template”.

At the bottom of the window, click the arrow beside the “Save as type” box and a drop down menu will appear. Select the “Document Template” option and then click “Save”. The document is now saved and ready to be used as a template.
Normal Word documents are saved as a “.doc” file.

Word template documents are saved as a “.dot” file.

This file will now have the filename “Spelling Template.dot”

Using the Template
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The icon for a normal Word document looks like this.

The icon for a Word template looks almost exactly the same except that it has an orange bar across the top of the icon.[image: image4.png]



Open the location of your template eg. “My Documents” and double click the template icon eg. “Spelling Template”. When you reopen the Word template, what you are actually opening is just a copy of the template, so you can keep using the template again and again.

Make whatever alterations/additions that you wish to the document. To save the new file you follow the usual procedure that you would use to save any Word document ie. Click “File” and “Save As”. Choose where to save the document, give the document a name and this time you save it as a normal Word document. 

When you save the file that you've opened, your changes are saved to the copy, not the template itself.
Using the Template to Create Another Template

To use an existing template to create another template follow the following procedure:

1. Open the existing template.

2. Make whatever changes you wish.

3. Click “File” and “Save As” and at the bottom of the “Save As” window save the document as a “Document Template”
Download Templates From The Office Website

The Microsoft Office website has many templates that can be downloaded and used to create your own documents. Among the templates currently available are:

· Agendas

· Award Certificates

· Brochures

· Faxes
· Flyers

· Forms

· Greeting Cards

· Invitations

· Letters
· Newsletters

· Presentations

· Reports

· Stationery

These any many more MS Office templates (including Word, Powerpoint, Access, Excel and Publisher) are available to download at:

http://office.microsoft.com/en-us/templates/default.aspx
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