
Guide: How to use Word Document templates .dotx files on Mac 

1.​ Type up your template in Word Document 
2.​ File > Save As Template  
3.​ Open New Word Document 
4.​ File > Open or Press ⌘ O 
5.​ Select your .dotx template 
6.​ Remember to rename and Save As a new .docx file 
7.​ Fill in your template  

 

Picture guide next page… 

 



Step-by-Step screenshots  

 

 



 

 



 

 


