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emplate is a file that serves as a starting point for a new document. When you open a template, it is pre-formatted which may contain the structure and tools for shaping such elements as the style and page layout of finish files. 

Save a file as a Template

1) On the File menu, click Open.

2) Open the document you want.
3) On the File menu, click Save As. 

4) In the Save as type box, click Document Template.

Note: The default folder is the Templates folder in the Save in box. To save the template so that it will appear on a tab other than General, switch to the corresponding subfolder or create a new subfolder within the Templates folder. 

5) In the File name box, type a name for the new template, and then click Save. 

Open a file from Templates on your computer

1) In your Microsoft Office program, click File, and then click New. 

2) As taskbar should appear on the right side of the screen.

3) Under Templates select on My Computer.
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