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Designing	a	template	in	word	2010

	Once	you	have	added	the	New	Document	or	Template	button	to	your	QAT,	click	on	it	to	open	the	New	dialog.	I	also	have	numerous	subfolders	of	templates,	not	to	mention	subfolders	of	documents,	and	many	of	those,	as	well	as	my	Favorites	folders,	are	on	view	in	many	of	the	screen	shots	below.	They	can	be	created	using	a	generic	letter	template	or
from	scratch,	assuming	the	writer	knows	how	to	write	a	letter.	This	article	copyright	©	2015	by	Suzanne	S.			In	the	Save	As	dialog,	type	a	name	for	your	document,	such	as	“Business	Letter”	or	“Personal	Letter”	or	“Appraisal	Report.”			In	the	“Save	as	type”	dropdown,	choose	Word	Template	(.dotx).	In	the	New	dialog,	the	root	folder	appears	as	the
default	General	tab,	and	each	subfolder	(such	as	Letters	or	Reports)	will	appear	as	another	tab.	The	Templates	folder	(with	its	subfolders)	is	the	one	that	will	be	displayed	by	the	New	Document	or	Template	dialog.		Click	the	File	tab	to	open	the	Backstage.	My	first	reaction	was	that	his	top	margin	seemed	small	(I	suspect	he	was	putting	his	header	in
the	document	body),	but	then	I	came	to	my	senses	and	asked	him	why	in	the	world	he	hadn’t	just	created	a	template	to	incorporate	all	these	settings!	(He	later	did	just	that	and	thanked	me	for	the	suggestion.)	In	addition	to	providing	one-click	access	to	a	combination	of	document,	paragraph,	and	font	formatting,	there	are	advantages	to	true
templates	that	cannot	be	achieved	with	documents	used	as	templates.	That	is	not	what	a	“template”	is	in	Word.		Click	Browse	to	open	the	Save	As	dialog.	After	you	have	saved	the	document	as	a	template,	you	can	also	store	Building	Blocks	and	AutoText	entries	in	it.	You	won’t	be	able	to	see	the	full	path	to	this	folder,	but	you	can	get	it	this	way:	Click
Modify…	In	the	Modify	Location	dialog,	click	the	arrow	beside	the	address	bar,	which	will	cause	the	full	path	to	be	displayed.	This	article	addresses	what	a	template	is	(and	what	it	is	not)	and	when	a	template	is	needed	(and	when	it	is	not)	and	provides	version-specific	instructions	for	creating	one	in	Word	2003	and	above.	Increasingly	they	are	stored
online	(at	Office.com),	and	you	must	have	an	Internet	connection	to	access	them.	And	the	New	dialog	actually	makes	it	easier	to	access	templates	than	to	search	for	documents.	If	you	really	want	to	start	with	a	template,	you	will	have	to	get	access	to	the	classic	New	dialog.	If	you	open	the	New	dialog	using	the	New	Document	or	Template	button	you
have	added,	you	will	see	both	your	personal	and	Word’s	installed	templates	in	the	same	dialog.	The	ScreenTip	of	the	New…	button	will	also	be	New.		Click	OK	to	close	the	dialog.		Click	OK	to	close	the	dialog.	For	additional	information	about	where	templates	are	stored	and	ways	of	accessing	them	see	“File	New	in	Microsoft	Word	-	Access	to	User	and
Workgroup	Templates.”	Author	Charles	Kenyon	has	investigated,	far	more	thoroughly	than	I	have	the	patience	to	do,	all	the	ins	and	outs	of	template	storage	in	succeeding	versions	of	Word.	Button	Editor	in	Word	2003	Note:	Technical	information	for	those	who	like	that	kind	of	thing:	The	New…	button	runs	the	FileNew	command,	which	opens	the
New	dialog.	For	more	about	the	content	you	might	want	to	include	in	a	template,	see	this	article.	Every	document	is	based	on	a	template.	If	you	have	not	changed	the	folder	for	“User	templates”	on	the	File	Locations	tab	of	Tools	|	Options,	this	will	be	the	Templates	folder,	which	is	where	the	Normal	template	is	also	stored.	Word	2010	Modify	Location
dialog			Press	Ctrl+C	to	copy	the	path;	you	can	then	use	Ctrl+V	to	paste	it	into	the	address	bar	in	the	Save	As	dialog.	If	you	don’t	choose	a	different	template	(that	is,	if	you	use	the	default	Blank	Document),	your	document	is	based	on	the	Normal	template	(Normal.dot	in	Word	2003	and	earlier,	Normal.dotm	in	Word	2007	and	above),	which	is	also	the
“global”	template	that	stores	many	of	the	customizations	you	make	in	Word.	Even	before	you	save	the	document	as	a	template,	you	can	make	many	customizations	and	save	them	in	it.	When	you	use	a	document	as	a	“template,”	you	must	remember	to	Save	As	to	protect	the	original;	if	you	forget	and	just	save	the	modified	document,	you’ve	spoiled	your
“template.”	If	you	create	a	specific	kind	of	document	(such	as	letters)	almost	exclusively,	your	first	impulse	may	be	to	just	make	the	necessary	changes	to	the	Normal	template,	so	that	you	get	a	document	formatted	the	way	you	want	when	you	click	the	New	button.	To	find	the	location	of	this	folder,	go	to	File	|	Options	|	Advanced.		Click	Save	As	in	the
left	panel.	In	order	to	be	able	to	save	your	new	template	in	the	default	save	location	and	find	it	again	using	the	New	Document	or	Template	dialog,	you	will	need	to	change	the	folder	where	Word	saves	your	templates	to	make	it	the	same	as	the	folder	designated	for	“User	templates.”		To	see	the	current	save	location,	go	to	File	|	Options	|	Save	and	look
at	the	“Default	personal	templates	location.”	Unless	you	have	modified	it,	it	will	be	C:\Users\	Word	Template	from	the	menu	that	opens.	There	is	a	way:	If	you	click	on	My	templates.	The	installed	templates	are	on	tabs	labeled	Faxes,	Letters,	Other	Documents,	Reports,	and	Resumes.	Accordingly,	it	is	unnecessary	and	a	waste	of	time	to	create	a
template	for	a	single-use	document.	A	template	for	flyers	for	AA	–	Al-Anon	events	may	make	sense	if	the	events	are	frequent	and	the	flyers	should	be	consistent	in	design;	if	the	event	is	a	one-off,	a	document	will	suffice.	In	addition	to	custom	styles	for	the	parts	of	a	letter	(Inside	Address,	Reference	Line,	Salutation,	Body	Text,	Closing,	Signature,	Copy
List,	and	so	on),	it	may	have	dummy	paragraphs	or	text	entry	fields	indicating	where	these	parts	go.	If	you	want	to	start	with	a	clean	file,	designing	formatting	for	the	document	and	its	styles	before	ever	creating	a	document,	you	will	start	with	a	template	file	(.dot,	.dotx,	or	.dotm).	Word	2010	Save	As	dialog	(template)	Important	Note:	If	your	template
will	contain	macros,	instead	choose	Word	Macro-Enabled	Template	(*.dotm).	It	might	be	a	shape	that	you	trace	around	or	an	outline	of	suggested	content.	Creating	a	template	for	letters	makes	sense;	creating	a	template	for	a	letter	protesting	one’s	unfair	dismissal	does	not.	The	root	folder	appears	as	the	default	General	tab	in	the	New	dialog,	and
each	subfolder	(such	as	Letters	or	Reports)	will	appear	as	another	tab.	Customize	the	Quick	Access	Toolbar	dialog	in	Word	2007	If	you	already	have	the	New	button	(which	opens	the	New	Document	window)	or	the	New	Blank	Document	button	(which	creates	a	new	blank	document),	you	will	notice	that	the	button	icon	is	the	same	for	all	three	(the
ToolTip	you	get	when	you	hover	the	mouse	over	them	is	different,	however).	Earlier	versions	of	Word	(including	Word	2003)	also	came	with	a	number	of	built-in	templates,	but	it	was	possible	to	remain	unaware	of	them	if	you	never	visited	the	New	dialog	where	they	lived.	Word	2010	New	dialog		Unless	you	have	a	good	reason	for	selecting	another
template,	it	will	be	best	to	base	your	template	on	the	Normal	template	(which	is	represented	by	Blank	Document),	so	all	you	have	to	do	is	select	the	radio	button	for	Template	instead	of	Document	under	Create	New	and	click	OK.		On	the	File	menu,	click	Save	As…		In	the	Save	As	dialog,	type	a	name	for	your	template,	such	as	“Business	Letter”	or
“Personal	Letter”	or	“Appraisal	Report.”		In	the	“Save	as	type”	dropdown,	choose	Document	Template	(.dot).	I	wish	I	had	paid	more	attention	and	could	remember	what	they	were,	but	there	was	a	full	page	of	them,	starting	with	changing	the	margins,	the	font	style	and	size,	paragraph	spacing	and	indents,	etc.	At	the	bottom	of	this	tab,	click	File
Locations….	In	the	last	analysis,	however,	the	user	is	still	looking	for	a	model	or	sample	rather	than	a	template—just	something	to	copy	or	build	on;	even	a	sample	document	would	suffice.	A	note	about	the	screen	shots	All	of	the	screen	shots	were	taken	on	my	own	computer,	where	I	have	four	versions	of	Word	installed.	Since	Word	2013	and	2016
don’t	allow	you	to	customize	button	images,	you	may	want	to	space	these	apart	on	your	QAT	so	you	can	distinguish	them	(the	tooltips	will	be	different).	It	could	be	considered	an	extension	of	Word’s	styles,	which	are	containers	for	sets	of	properties.	Unlike	Word	2003,	Word	2007	will	not	automatically	change	the	save	location	to	the	folder	where
templates	are	stored;	you	must	navigate	to	this	folder	manually	(note	that	the	screen	shot	above	shows	the	Word	Documents	folder).	and	look	at	the	path	given	for	“User	templates.”	If	you	haven’t	changed	it,	this	will	be	the	Templates	folder,	which	is	where	the	Normal	template	is	also	stored.		This	will	open	a	file	that	looks	just	like	a	blank	document
except	that	the	title	bar	will	say	“Template1”	instead	of	“Document1.”			Make	the	desired	changes	to	the	formatting	of	styles,	header	and/or	footer,	Quick	Access	Toolbar,	keyboard	shortcuts,	macros,	Building	Blocks/AutoText—whatever	you	want	available	when	you	create	a	document	based	on	the	template.	Start	from	scratch*		On	the	File	menu,	click
New….		In	the	pane,	under	Templates,	click	On	my	computer…	This	will	open	the	Templates	dialog	(which	is	just	the	New	dialog	under	an	alias)	with	Blank	Document	selected.		This	will	open	a	file	that	looks	just	like	a	blank	document	except	that	the	title	bar	will	say	“Template1”	instead	of	“Document1.”		Make	the	desired	changes	to	the	formatting	of
styles,	header	and/or	footer,	Quick	Access	Toolbar,	keyboard	shortcuts,	macros,	Building	Blocks/AutoText—whatever	you	want	available	when	you	create	a	document	based	on	the	template.	If	you	open	the	New	Document	or	Template	dialog,	however,	it	will	not	show	templates	that	are	saved	in	the	Custom	Office	Templates	folder.	A	template	is
designed	to	provide	specific	page	layout	(page	size	and	orientation,	margins,	number	of	columns,	and	so	on)	and	styles	for	the	types	of	paragraphs	most	likely	to	be	used	in	the	given	type	of	document.	So,	before	you	set	out	to	create	a	template,	you	should	ask	yourself	whether	it	is	something	you	would	use	repeatedly.	Select	it	and	drag	it	to	your
Standard	toolbar.	In	Word,	however,	the	word	template	has	a	specific	technical	sense:	A	Word	template	is	a	particular	kind	of	file,	with	a	different	file	extension	from	a	document	(.dot,	.dotx,	or	.dotm	instead	of	.doc,	.docx,	or	.docm).	Important	Note:	If	your	template	will	contain	macros,	click	to	open	the	Save	as	type	dropdown	and	choose	Word
Macro-Enabled	Template	(*.dotm).	Some	templates	do	contain	boilerplate	content:	a	template	for	a	letter,	for	example,	will	perhaps	have	a	letterhead	on	the	first	page,	page	numbering,	and	perhaps	an	automatic	date	field.	Which	one	you	choose	will	depend	on	how	you	come	to	the	process	of	creation:	You	can	base	a	template	on	an	existing
document.	For	example,	in	addition	to	styles,	you	can	have	custom	toolbars	and	keyboard	shortcuts,	menu	and	toolbar	customizations,	macros,	etc.	If	not,	you	can	click	My	templates…	to	open	the	classic	New	dialog.	For	more	on	this,	see	the	next	section.	Once	you	have	access	to	the	New	Document	or	Template	dialog:		Click	on	the	New	Document	or
Template	button,	which	will	open	the	New	dialog	with	Blank	Document	selected.		When	you	go	to	save	the	template,	you’ll	see	that	(as	described	above),	Word	defaults	to	the	folder	where	templates	are	stored.	Click	that	button	to	get	to	the	New	dialog,	and	double-click	the	template	you	saved	to	create	a	new	document	based	on	it.	To	prevent
confusion,	you	can:		Place	the	two	New	buttons	on	opposite	ends	of	the	toolbar,	or		Remove	the	existing	button	by	dragging	it	off	the	toolbar.		Scroll	down	to	New	Document	or	Template…,	select	it,	and	click	Add»	to	add	it	to	the	QAT.	What	a	template	is	not	Although	many	of	the	templates	you	can	download	from	Office.com	contain	sample	content,	a
template	is	not	really	about	content	but	about	structure	and	layout.		You	may	want	to	add	this	location	to	the	Favorites	list	in	the	dialog,	which	makes	it	available	in	any	Windows	Explorer	dialog	(such	as	Word’s	Open	dialog).	Create	a	template	in	Word	2003	With	some	minor	exceptions,	these	instructions	also	apply	to	Word	2000	and	2002	(yes,	some
users	still	have	those	versions!).

Office	Excel	Barcode	Encoder	Add-In	is	a	reliable,	efficient	and	convenient	barcode	generator	for	Microsoft	Excel	2016/2013/2010/2007,	which	is	designed	for	office	users	to	embed	most	popular	barcodes	into	Excel	workbooks.	It	is	widely	applied	in	many	industries.	Microsoft	office	button	for	beginners	and	professionals	with	examples	on	save	the
document,	correct	error,	word	count,	font	size,	font	style,	apply	a	style,	customize	a	style,	page	size,	page	margin,	insert	header	and	footer	and	more.	February	12,	2016	Certificate	of	Completion	Wording.	How	to	Design	Certificates.	Whether	your	students	successfully	finished	your	dog	grooming	course	or	your	employees	completed	a	four-day	team-
building	seminar,	certificates	of	completion	can	put	the	crowning	glory	on	their	achievements.	What	you	write	on	the	certificate,	however,	can	mean	the	difference	between	…	2016-4-23 · We	have	previously	brought	you	a	number	of	certificate	templates	for	designing	printable	certificates	using	Office	applications.	Certificate	templates	help	easily
create	printable	certificates	without	the	need	for	use	of	sophisticated	graphic	design	software.	The	Animated	Certificate	PowerPoint	Template	is	another	such	template.	The	assignment	front	page	samples	are	designed	in	MS	Word	mostly.	The	samples	have	been	designed	by	the	experts.	Since	they	are	readymade,	all	you	need	to	do	is	to	add	the
details	specific	to	you	and	print	the	template.	You	can	also	bring	changes	to	them	according	to	your	likes.	A	business	proposal	cover	page	is	written	to	introduce	your	business	motto	to	a	client,	a	design	to	map	an	idea	or	concept	to	bridge	communication	between	an	owner	and	client	understanding	of	desired	mission,	keeping	in	view	the	professional
approach.	If	you	are	using	new	version	like	Office	360,	2013	or	16	then	unfortunately	Microsoft	Office	no	longer	provide	clip	arts.	But	if	you	are	using	2010	or	earlier	version	then	go	to	Insert	and	click	on	Clip	Art.	Microsoft	Word	2010	consists	of	many	kinds	of	images	you	can	pick	and	use.	Click	on	the	search	section	and	type	the	word	'birthday'.	1.
ACM	Production	Workflow	Background.	Microsoft	Word:	ACM	has	been	working	hard	to	create	a	usable	and	accessible	experience	for	Microsoft	Word	authors	while	adding	new	features	to	archival	formats.	We	have	completely	changed	our	approach	to	the	production	process	to	achieve	ACM's	goal	of	a	publication	portfolio	available	in	flexible	formats
with	accessibility	features.	2022-2-2 · Funeral	Program	Template	helps	you	to	create	online	printable	funeral	programs.Using	these	funeral	program	templates	can	easily	replace	dummy	content	with	their	photos,	dates,	names,	obituaries	and	order	of	service	details.	You	will	be	able	to	edit	only	after	inserting	your	content.	No	need	to	pay	to	see	how
your	funeral	program	looks	like.	2022-2-2 · Use	our	free,	customizable	self-employed	templates!	You	need	to	get	paid	for	your	hard	work	and	expertise,	so	why	not	get	a	little	help	with	running	your	business	by	using	one	of	our	easy-to-use,	fully	customizable	self-employed	invoice	templates	in	Word,	Excel,	PDF,	Google	Docs,	and	Google	Sheets.
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