MS Word - Creating a Template

Note: Templates are very useful when you want to use a specific format repeatedly. By using templates we can save lot of time. There is less chance of committing mistakes while entering variable data.  For creating a template, please do this.

1. Open a new document.

2. Design the format

3. File>SaveAs>Save as type>Document Template

4. Give an appropriate name (please do not delete the file extension .dot)

Opening a Template

5. File >New

6. Select Option On MyComputer  or General Templates for the new window that appears on the right hand side of the main window

7. Select the desired Template from the list

8. Modify the template according to requirement

9. Save or print as per choice

