To Save a file as a template, do the following:

1. Go to the File menu and select Save As

2. Click on the drop-down arrow by Save As Type and change the type to Document Template

3. Remember to give your template file a good file name

4. Click Save

[image: image1.png]] @ @ X O E - Toos -

Fie ame:  [Sample Template] S

Save as type: [Document Template. Sl





To use your template:

1. Go to the File menu and select New

2. Find the template file you want to use

3. Double click on it to open it
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