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Instructions for Designing Document Templates in MS Word™

Creating Templates

These instructions are specific to MS Word™97; however, your version should work similarly.

To Create a Template

1. Select the menu option File | New.

2. Select the document called Blank Document.

Note: Blank Document uses MS Word™’s default template normal.dot. New templates should be created based on normal.dot.

3. Select the menu option File | Save As… .

a. In the File name field, type in the name of your new template, i.e., Grant.

b. In the drop-down list Save as type, select the option Document Template (*.dot).

Note: Documents in MS Word™ are saved with the extension .doc. Templates are saved with the extension .dot.

c. Click the Save button.

Note: When you save a template, MS Word™ automatically saves it in a folder titled Templates. The location of this folder varies, depending on your version of Microsoft. You can check where the Templates folder is during the save operation.

When you select the menu option File | New to create a new document, MS Word™ lists all of the templates found in the Templates folder.

4. Set up the page layout, modify MS Word™’s default style codes, and add your own individual style codes as described in the next three procedures.

5. Select the menu option File | Save to save your changes to your new template.

To Define Your Page Layout

1. Select the menu option File | Page Setup.

a. Set up your margins on the Margins tab.

b. Set up the document in either Portrait or Landscape style on the Paper Size tab.

c. Set up your headers and footers on the Layout tab.

To Modify a Style Code

1. Select the menu option Format | Style.

2. In the drop-down list List, select the option All Styles.

Note: The Styles list will display all of the predefined style codes in the current template.

3. Click on the style code that you wish to modify.

Note: In general, modify the default style codes defined by MS Word™, such as Heading 1, Body Text, etc. If you use defaults consistently, you can attach different templates (that define the same style codes differently) to change the look of your document.

4. Click on the Modify… button.

5. Define your style code using the options provided on the Modify Style window that pops up.

6. Click the Add to template checkbox.

7. Click OK.

8. Repeat steps 3-7 for each style code you wish to modify.

To Create a Style Code

1. Select the menu option Format | Style.

2. Click on the New… button. 

3. In the Name field in the top left-hand corner of the window, name your new style code.

4. Define your style code using the options provided on the New Style window that pops up.

5. Click the Add to template checkbox.

6. Click OK.

7. Repeat steps 2-6 for each style code you wish to create.

Working with Templates

These instructions are specific to MS Word™ 97 SR-1. However, your version of MS Word™ should work similarly. Attach your template first before editing your chapter using track changes.

To Attach a Template to a Document that Was Created in Normal.dot

1. Open your file in MS Word™.

2. Print your document so you have a hardcopy to reference when you’re applying style codes.

3. Save your file under another name. (This way you’ll retain the original file in case you make a mistake and need to start over.)

4. Select the menu option Tools | Templates and Add-Ins… .

5. Click on the Attach button, which will pop up a window showing all of the templates you have stored in MS Word™’s templates folder.

6. Select the desired template and click the OK button.

7. Click on the checkbox that says Automatically update document styles. (This step is just in case some of your paragraphs already have a style applied.)

8. Click the OK button.

9. The template is now attached.

To Apply Style Codes
1. Make all paragraph marks visible using either of the following two methods:

· Click the ¶ button on the toolbar.

· Select the menu option Tools | Options and click the All checkbox under Nonprinting Characters. (This option is found on the View tab.)

2. Using the printout of your chapter as a guide, apply your style codes.

3. Place your cursor in a paragraph.

4. Apply the appropriate style code using either of the following two methods:

· Click on the desired style code using the drop-down list of style codes, found in the upper left-hand corner on MS Word™’s toolbar.

· Use the shortcut key that you defined for the desired style code.

5. Repeat numbers 3 and 4 until you have applied a style code to every paragraph in your document.

