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A template is a document that has pre-defined settings, such as margin settings or default text.  For example, if you want to write letter by using a certain letterhead, you can design that letterhead and save it as a template.  Whenever you open that template, the letterhead is ready and then you only have to enter the text of the letter.

Use an Existing Template

Open Microsoft Word

In the Menu bar click File and New, the window that opens shows existing templates.

From here you can also create your own templates.

In the Menu bar you can select from several menu types, which all contain templates. 

To open a template, click on the icon and click OK.

Create a New Template 

Under “Create New”, put a dot by Template and Click OK.

Now you can format your new template.

Change the margins or header by clicking on the end of the ruler until you see the black line with the double headed arrow, hold the mouse button down and drag until you obtain the size you want.

Select font type and size

Select Bold, Italic or Underline

Select Color

Set Tabs

You can use all the options on your tool bar.

You can make a permanent heading 

Example: you name and address in one color, then you can change the font color for the text that you will use.

You can click file in the Menu bar and click page setup to change how it will print.

Add picture or graphic to a new Template

Copy the picture or graphic and paste it in the new template.

Clicking on the picture or graphic and it puts a box around it.

You can resize it by grabbing it at a corner and clicking and dragging. 

Also when you clicked on it a Picture toolbar opened, with the toolbar you can make changes.

Clicking the “Dog” icon (Text wrapping) on the Picture toolbar opens a drop down menu.  You have several options for text wrapping, for this example, click Tight.

Now you have small boxes at the corners of the pasted item, move the cursor on the pasted item and it changes to a cross with 4 arrow points.  Hold the left mouse button down and move the mouse, you can relocate the item on the page. 

Clicking in an open area removes the small boxes and now you can type text.

Saving your Template

Click File on the Menu bar and then click Save As
Type in a name for the template and click Save.

