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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

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

What do templates affect?

e You can use templates to quickly apply:
Margins

Font type and size

Paragraph spacing

Page number locations

And much more
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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.

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

template. . o
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Step 2: Select the File tab

Mac users: select the File menu

item.

Step 3: Choose Save As and

then select Documents

Mac users: select Save As
Template in the File menu.
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Step 4: In the Save As dialog 0 save As

window, navigate to where

- <« v 4 > This PC » Documents » Custom Office Templates
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template Organize ~ New folder
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Step 5: Under Save as type,
choose Word Template




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.
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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:

Windows: Mac:
Step 1: Choose the File tab
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Step 3: Select the
Customize Ribbon menu
item.

Mac users: Under
Authoring and Proofing
Tools, choose View.

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.
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Done!

You have enabled the
Developer menu item.

You are now ready to apply
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a template to existing
content.

Your turn: Apply a template to an existing document

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:

e Create a template
e Enable the Developer tab

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

CHAPTER 2:
Challenges, Strategies and Our Future

Challenges and Working Solutions

One of the biggest challenges has been to convince faculty members that we really do.
want them to come in for appointments or drop in during our open times. This may come
from being tumed away or brushed off by departmental technology staff who don’t have:

the e to help them learn a program.

c p walki n

events. Implemented visitor bagel card

“The faculty culure iself is another challenge. Faculty members are used to being the
ones with the information, and they expect to be accommodated NOW, cither having
their specific question answered in the middle of a workshop or setting up an

‘appointment at that precise moment,

ch ble, tailor specific needs. If

questions during workshop are not applicable to the rest of the participants, assist the
faculty memmber during the hands-on portion of the workshop or encourage the faculty
‘mentber to set up an appointment to work on the problem. If we are having a workshop

at that exact time, and cannot accommodate the faculty member at a different time, we

refer them 0 the Knowledge Navigation Center next door, which has fewer open hours,

but no workshops scheduled.

Chapter 2
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Challenges and Working Solutions

o has been y that we really do

‘want them to come in for appointments or drop in during our open times. This may come

from being umed offby o don't have
the time to help them learn a progran.
Working Solution: Continue to promote walk-in/by appointment at al workshops and

events. Implemented frequent visitor bagel card to encourage return visits.

The " y are used 1o being the
ones with the information. and they expect to be accommodated NOW, either having
their specific question answered in the middle of a workshop or setting up an

appointment at that precise moment.

‘As much as possible, ailor pecific needs. If

p 10 the rest ofthe paricipants, asist the

faculty member during the hands-on portion of the workshop or encourage the faculty
member to set up an appointment to work on the problem. If we are having a workshop

atthat exact e, and cannot accommodate the faculty member at a different ime, we.
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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

Step 2: Choose Attach
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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
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Step 5: Get the document ready
to combine with other chapters

by applying headings and CHAPTER 2: Chapter 2
o In h h raumoer Challenges, Strategies and Our Future .
(this is the final step) =) Chapt AaBb! AaB Challenges, Strategies a
Challenges and Working Solutions T Heading 1 [T Heading 2| T Headin
Note: instr.uctions for how to d(_) thgse One of the biggest challenges has been t Challenges a
steps are in the following tutorials in
this series:

e Defining Headings
e Increasing Chapter Numbers

Done!

Chapter 2

Challenges, Strategies and Our Future

Challenges and Working Solutions

You applied a template to a ‘ ——
document you had already .
started.

" cither baving.
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Learn more
e Create a template in Word from Microsoft

«— Previous tutorial: Automatic Chapter Numbers Next tutorial: Inserting Images —
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