Templates
When you use the same document many times it is helpful to create a template which is simply a word document with saved settings.
Open a new document and start typing. When you are ready to save simply change the ‘Save as type’ to template
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All templates end with the letters ".dot".  Word stores templates in the following place

C:\Documents and Settings\user\Application Data\Microsoft\Templates

To find an existing template go to new and choose general templates from the Task Pane. Your template will appear here (see image  below)

[image: image2.jpg]Open a new document and start yping. When you are ready to save simply

chane the

Allte

warc

21|

2]

ieh Page

templates,dot

Emal
Message

new.dot

Preview

Preview not avaiable

~Create New
 Document  © Template

S o i o
remplates
Pubcatons | T | e Pages
Gored | LogaPeadings | LotorsiFases | aierge | Memos | Ot Docurerts |

=

Lennpiatan; oo
templates.doc
hat is FTP.doc

& orscocuerts
New

T ok Dosamene

) sk web Page

4 Blank E-mail Message

Newsfrom esisting docume
) Choose documen

Newfrom template
Normalcot
Contemporary Fax

] Genara Tmpltes,
3 Tempates on my wieb
9] Tempates on Mirosc.c




Open the saved template make the changes necessary and save as. Note you are saving as a word document not as a template leaving your original template intact.
