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Create and Use a Template  

Situation: 
You repeatedly use the same settings, headers/footers, pictures, or text in the same position. It would 
be nice to have a file all set up to use as the basis of a new document. You can re-use an already saved 
document, but you run the risk of over-writing it, destroying your past work. 

Overview: 
The job of a template is to transfer all the settings of the template to a new document. The template is 
untouched so you don’t over-write it. But the new document looks just like the template. 

Step by Step Instructions: 
Create the Template 

1.  Create a document with all the settings, images, text, etc. that you want in the template 

2.  Click the Office button, point to Save As, click Word Template 

 
3.  Navigate to the Template location 

4.  Click My Computer 

 
5.  Double click Local Disk (C:) 
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6.  Double-click Documents and Settings 

 
7.  Find your name and double-click it 

 
8.  Find Templates and double-click it. 

If Templates folder doesn’t show see page 3, LŦ ǘƘŜ ¢ŜƳǇƭŀǘŜǎ CƻƭŘŜǊ 5ƻŜǎƴΩǘ {Ƙƻǿ 
 

 
9.  The Template folder is open, the file type is Word Template (*.dotx) 

Click Save 

 
10.  Close the open document 
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LŦ ǘƘŜ ¢ŜƳǇƭŀǘŜǎ CƻƭŘŜǊ 5ƻŜǎƴΩǘ {Ƙƻǿ 

11.  Click Cancel and minimize Word 

 
12.  You will have to use My Computer, not Word, to change a setting in order to display hidden 

files and folders. 

13.  On your desktop, double-click  My Computer 

14.  Menu: Tools, Folders Options…  View tab 
Under Advanced settings: 
Select Show hidden files and folders 

 
15.  Click OK, close My Computer 

16.  Go back to Word and do steps 2-10 

 
Use the Template ς First Time 

1.  Click the Office button, click New 
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2.  Select New from existing… 

 
You will only have to use this method of selecting your new template the first time. After that it 
will appear on your list of templates under Recently used templates. (see step 8 below) 

3.  Navigate to the template as you did in steps 2 through 9 

4.  Select the template 

 
5.  Click Create New 

 
6.  A document based on the template appears 

 
 
Use a Template Subsequent to the First Time 

7.  Click the Office button, click New 
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8.  Select Blank and recent 
Under Recently Used Templates 
Select the template you want 
Click Create 

 
9.  A document based on the template appears 

 
 
 


