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Creating and Applying Word Templates 
For current guidance from the University of Minnesota Graduate School, see Graduate School Dissertation and Thesis 
Guidelines (PDF). 

About templates 
Image guide Text instructions 

 

Why should you set up a template? 
●​ Templates save time: each new document will inherit the proper settings 
●​ Templates help with the frustration of getting new documents “just right.” 

 

What do templates affect? 
●​ You can use templates to quickly apply:  

○​ Margins 
○​ Font type and size 
○​ Paragraph spacing 
○​ Page number locations 
○​ And much more 

 

 

https://docs.google.com/document/d/1Yk2TYGlcudmtzJ740OjKiNHZn7IUIbnFkkEVcOh1QRc
https://docs.google.com/document/d/1yog5hJZvSFcJZfDen0eL4hWzIwUcNcTNLWdJzltXorU
http://z.umn.edu/dissertationsinword
https://assets.asr.umn.edu/files/gssp/Thesis_formatting_guidelines.pdf
https://assets.asr.umn.edu/files/gssp/Thesis_formatting_guidelines.pdf


 

Your turn: Create a template 
If you have been following the previous tutorials, margin settings, font types, headings, and more will already be applied to your 
document.  
 

Text Instructions Image Guide 

In this tutorial, you will save a 
Word document as a new 
template. 

 

Step 1: Update your 
document 
 
Setting these aspects of your 
template will save you time in the 
future 

●​ Margins 
●​ Headers 1, 2, 3 
●​ Font and spacing 
●​ Page numbers 

 
 

 

 



 

Step 2: Select the File tab 
 
Mac users: select the File menu 
item. 

Windows: ​
 

Mac: 
 

 

Step 3: Choose Save As and 
then select Documents 
 
Mac users: select Save As 
Template in the File menu. 

Windows: ​
 

Mac: ​
 

 

 



 

Step 4: In the Save As dialog 
window, navigate to where 
you’d like to save the 
template 
 
We suggest saving your template 
in the Documents folder in 
Custom Office Templates. 

 

Step 5: Under Save as type, 
choose Word Template 
 
Mac users can skip this step. 

 

 



 

Step 6: Name your template 
file and choose Save (this is 
the final step) 

 

Done! 
 
You have saved a Word document 
as a new template. 
 
When you write additional 
chapters you can start with this 
document to bring in the existing 
styles. 

 

 

 

 



 

Applying a template 
It is likely you already have several chapters written and would like to apply a template to them. To apply a template to an 
existing Word document you must have the Developer tab enabled. 

To turn on the Developer Tab: 
 

Text Instructions Image Guide 

Step 1: Choose the File tab 
 
Mac users: Choose the 
Word menu item. 

Windows:​
 

 

Mac: 
 

 

Step 2: Choose Options 
 
Mac users: Choose 
Preferences. 

Windows:​
 

 

Mac: 
 

 

 



 

Step 3: Select the 
Customize Ribbon menu 
item.  
 
Mac users: Under 
Authoring and Proofing 
Tools, choose View. 

Windows: 
 

 

Mac: 
 

 

Step 4: Check Developer 
under Customize the 
Ribbon / Main Tabs (this is 
the final step) 
 
Choose OK to save your 
new menu item preferences. 
 
Mac users: Check Show 
developer tab under 
Ribbon. Close the Options 
box to confirm. 

Windows: 
 

 

Mac: 
 

 

 



 

Done! 
 
You have enabled the 
Developer menu item. 
 
You are now ready to apply 
a template to existing 
content. 

 

 

Your turn: Apply a template to an existing document 
Text Instructions Image Guide 

In this tutorial, you will apply a 
template to a document you’ve 
already started. 
 
If you haven’t already done so, 
you may want to review the 
previous tutorials on this theme:  

●​ Create a template  
●​ Enable the Developer tab 

 
You are welcome to use your 
own document, or work with our 
example document. 

 

 

https://drive.google.com/file/d/1ZZQTEbbgO2Ok3Rt8cp3zcyvAh1SaRp-6
https://drive.google.com/file/d/1ZZQTEbbgO2Ok3Rt8cp3zcyvAh1SaRp-6


 

Step 1: With your document 
open, in the Developer Tab, 
choose Document Template 
 
Note: How to enable the Developer 
tab in Word 
 
Mac Users: In the Tools menu, 
choose Templates and 
Add-Ins 

Word: 
 

 

Mac: 
 

 

Step 2: Choose Attach 

 

 



 

Step 3: Navigate to your 
template file and choose Open 
 
Note: For more information on 
creating a template, see the tutorial 
How to create a template. 

 

Step 4: Check Automatically 
update document styles and 
choose OK to apply 

 

 



 

Step 5: Get the document ready 
to combine with other chapters 
by applying headings and 
adjusting the chapter number 
(this is the final step) 
 
Note: instructions for how to do these 
steps are in the following tutorials in 
this series: 

●​ Defining Headings 
●​ Increasing Chapter Numbers 

 

Done! 
 
You applied a template to a 
document you had already 
started. 
 

 

Learn more 
●​ Create a template in Word from Microsoft 

 

← Previous tutorial: Automatic Chapter Numbers Next tutorial: Inserting Images →  

 

 

https://docs.google.com/document/d/1YWEOh0LaCSaEqjn1Ie6ivbKsyxGUmgLfG75AN5O9DCQ/edit#heading=h.40wj1p5sii8s
https://docs.google.com/document/d/1Yk2TYGlcudmtzJ740OjKiNHZn7IUIbnFkkEVcOh1QRc/edit#heading=h.udxnlt59bfpx
https://docs.google.com/document/d/1YWEOh0LaCSaEqjn1Ie6ivbKsyxGUmgLfG75AN5O9DCQ
https://docs.google.com/document/d/1Yk2TYGlcudmtzJ740OjKiNHZn7IUIbnFkkEVcOh1QRc/edit#heading=h.udxnlt59bfpx
https://support.office.com/en-ie/article/create-a-template-86a1d089-5ae2-4d53-9042-1191bce57deb
https://docs.google.com/document/d/1Yk2TYGlcudmtzJ740OjKiNHZn7IUIbnFkkEVcOh1QRc
https://docs.google.com/document/d/1yog5hJZvSFcJZfDen0eL4hWzIwUcNcTNLWdJzltXorU
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