Saving a Word Document as a Template

Quick Guide
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Save the document as soon as possible, so that you don’t loseit!

From the files menu, click on Save as

Save it

|D My Documents

T @ &K i Took -

2

File:

Save 85 type: [word Document

(D Textease
(CJupdates

Claris

Crib sheets
My Boards
My Music
My Pictures
NOF
Passports
Passports course
pecsmages
PowerPoink
School
Shartouts
Sound
Story pack
Textbridge

Document Template.

name: ISavlng a word document as a template

|
[l

EH save |

cancel |

{ward Dacument B
eh Page

Rich Text Format

Text Only

Text Only with Line Breaks =

Now ‘Save as' has opened up templates, name the file and click save.
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When the ‘save as' screen opens up, go to the bottom of
the screen, ‘ Save astype and change this by putting the
mouse on the little pointing downward arrow, to
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Now when you click on anew filein word, the template will

appear in the menu.
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