Microsoft Word Templates
Use templates to easily create the same types of documents over and over again, such as letters and reports.  When you create a new document based on a template, a copy of the template is created, so you do not overwrite your original document.

Creating a Word Template

1. Create a Word document and format it as desired including such things as page margins, line spacing, font, font size, and styles.
2. File menu, Save As
3. Name the file

4. Change the Save as Type box to Document Template
5. The folder in the Save In box should change to the Templates folder on your local hard drive (C:\).  This is where your templates should be saved, so you can use them later.
6. Click on the Save button

Creating a New File Based on a Template
1. File menu, New
2. Word 2000/2001 Users:  Find your template in the dialog box and double-click on it.

3. Word 2002 (XP) Users:  In the Task Pane, choose General Templates. In the dialog box, find your template and double-click on it.

4. A New document is created based on your template.

Useful Features for Templates
Below are listed some items that can be useful in templates.

Current Date

To Insert the current date in a document every time that it is opened, do the following:

1. Insert menu, Date and Time
2. Choose the desired date format

3. Click on the Update Automatically checkbox to turn it on

4. Click on OK
Text Placeholders
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View menu, Toolbars, Forms (this opens the Forms toolbar)

2. Place your cursor where you’d like a text placeholder and click on the Text Form Field button 
3. Double-click on the field you just entered in your document to open the Options dialog box
4. In the Default Text box, type the text to be displayed in the placeholder

5. Click on OK.

