Template Basics in Microsoft Word
ROUGH DRAFT
by Charles Kyle Kenyon, Esq.

There are no promises that this chapter is of the same quality and depth as the other chapters of this guide. That is because it was written by a single author not working with Microsoft and not subject to peer review. You will not find this chapter on the Microsoft site. Comments are welcome.

Introduction. Templates are a special type of document form that can hold text, styles, macros and AutoText entries. A document created using a template will have access to all of these features and a large part of your job in creating a new document will be done for you if your templates are well thought out.

This is an advanced-level tutorial and it is recommended that you not try anything in here until after you have reviewed the contents of at least the chapters:

	
	Basic Formatting

	

	Understanding Styles

	

	Sections - Headers and Footers

	

	Numbering

	

	Complex Legal Documents


What You Will Learn
After completing this lesson, you will be able to: 
	

	Distinguish between a template and an ordinary document.

	

	Distinguish between a document template and a global template.

	

	Save a document as a template.

	

	Open a template for editing.

	

	Find the location of templates on your computer.

	

	Make additional tabs under File | New.

	

	Set up and use Workgroup Templates.

	

	Create a global template.

	

	Share a global template on a network.

	

	Copy Macros, Styles and Autotext Entries from one template to another.

	

	Copy keyboard shortcuts from one template to another.


Additional Written Resources
	

	Create a Template Part 1 – Suzanne S. Barnhill, MVP

	

	Create a Template Part 2 - John McGhie, MVP

	

	Word 97 for Law Firms by Payne Consulting Group. (also at Amazon.com UK)

	

	Word 2000 for Law Firms by Payne Consulting Group. (also at Amazon.com UK) 

	

	Achieve a Uniform Look With Ease Using Microsoft Word Templates by Eric H. Steele (ABA)

	

	Keystroke Shortcuts by Bob Blacksberg

	

	Microsoft Word Support - Modifying Templates, Customizing Toolbars and Menus, Watermarks

	

	Sample Forms (all templates) - All in zip format. 


Public Defender Payment Voucher - Summary cover sheet with five time sheets. Extensive use of tables, cross-references, calculated fields.


Public Defender Transcript Request Form (based on printed form - wild layout of fields using tables, some use of bookmarks, use of exit macros to control tab order.


Public Defender Investigator / Expert Request Form (based on online form prepared by Wisconsin Public Defenders' Office).


ASK fields sample form


UserForm sample


Gender toolbar Add-In
 

	

	Sample Global Templates

	
	

	Letterhead System Templates This is a work in progress that I put together in response to a question on one of the Microsoft newsgroups. It is a complete system for self-updating letter forms. The idea is to have letterhead components stored in one location and have letter forms reference that location when used so that form letters will have the latest letterhead information.

	
	

	Legal Toolbars (Global Template)

	
	

	Gender toolbar Add-In (Global template)


	Back to Table of Contents
	Microsoft Word New Users Frequently Asked Questions


 
Templates - User Templates, Workgroup Templates & Global Templates
Templates are a special type of Word document. They hold components for other documents, especially text, Autotext, Macros & Toolbars. They also hold style definitions. Finally, they hold additional modifications to your user interface such as keyboard shortcuts and changes to the built-in menus and toolbars.

When you save a document as a template Word will put attach the three-letter DOS extension of ".dot" to the end of the name instead of ".doc" but it is not the extension that makes it a template and changing the name either way will not change a document into a template or a template into a document.
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	NOTE about hiding things from yourself. 

Both Word and Windows like to hide things from you feeling that too much information tends to confuse. You may agree with this philosophy or not. However, this chapter is written expecting that you can see some of this hidden information. Specifically:
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Filename Extensions (Mac users don't need to worry about this.)
If you are in an Explorer window that has Word documents in it, do the names show the three-letter extension ".doc?" If not, to see these you need to go to the menu: View | Folder Options | Views (tab).

Uncheck the selection that says something like "Hide filename extensions for known file types" and click on OK or CLOSE.
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Paragraph marks and section marks

These non-printing characters are at the heart of word formatting. If you can't see them, your formatting will be very hard to figure out. This is one part of the Word equivalent to Word Perfect's "reveal codes." The default is to not show these characters. When you are working on formatting a document you need to see them. The toolbar button for this has a paragraph mark (pillcrow) on it. You can also set this under Tools | Options | View (tab).

[image: image5.png]



You can change these back later. Most advanced computer users leave them displayed to save time because not seeing them confuses them.



Creating a document.
When you select New under the File menu, you are shown templates from which you can choose. There are also Tabs of more available selections. (And if there isn't room for all of the tabs, there will be one that simply says "More" and gives you access to the others.) When you pick a template and create a new document based on that template, the template remains "attached" to the document. 

All styles in the template are created in the document and will stay with the document even if the attachment is later broken.

Autotext entries, Macros and Toolbars in the template are available to the document so long as the document remains attached to the template, but are not normally transferred into the document. (Documents cannot hold Autotext entries but can have macros and toolbars.)

If you move the document to a different computer that doesn't have the template, the attachment will be broken. You can change the template attached to a document using Tools | Templates and Add-Ins...

User Templates Folder
User templates are stored in a folder (usually on the user's computer) and normally called "Templates." The default location of this folder differs among the various versions of Word. Both the location and the name can be changed by the user. If you ask Word to save a document as a template, this is the folder you will be taken to for that purpose. You can see (and change) the location by using:

Tools | Options | File Locations (tab)

You can save templates any place you want to, but if you want them to show up in the File | New dialog box they must be in either the User Templates Folder or the . . .

Workgroup Templates Folder
There is no default name or location for the Workgroup Templates Folder. I call mine "Shared Templates" and it is kept on the server in a folder that is mapped as the "G:\" drive by the network. (And at home I use the assign command to map a folder in the same way so that I can transfer work back and forth.) 

This is set up the same way as the Templates folder except that the folder is in a location accessible to all users (perhaps as read-only). Like the Templates folder, folders established in the Workgroup Templates folder will show up as Tabs when you use the File | New command (Word 2000 requires at least one template in the folder for it to show up). Once you have created a Workgroup Templates folder, you need to modify the settings for each user in Word:

Tools | Options | File Locations (tab)

This should be a different folder than the User Templates folder even if on the same computer. For an example of templates designed for placement in Workgroup Folders look at any of the Sample Forms listed under additional materials. 

The User Templates Folder and Workgroup Templates folders (and their subfolders) are the usual location for all templates except for . . .

Global templates
Global templates are one type of "Add-In" for Word. They are normally not "attached" to any document and normally do not contribute text or styles to any document. They are excellent vehicles for holding and sharing Autotext, Macros and Toolbars. You can make any template global with:

Tools | Templates and Add-Ins ... | Add (button)

A file open dialog box will open showing the User Templates folder's contents to choose from. You can, though, add a template that is located elsewhere. Since they don't contribute text and are not used to start new documents, global templates are probably best kept elsewhere (and not in the Workgroup Templates folder either). If you add a template as an Add-In this way, it will remain global until you restart Word. At that time, you could add it again, if you wanted to do so. Or, you could make it load automatically on startup by putting the template or a shortcut to the template in the Word Startup folder. This is not the Startup programs folder in your Start menu, but rather one specifically for Word. You can find (or change) its name and location with:

If the global template is to be shared, you will probably want to use shortcuts (Mac: aliases) to it in each user's Startup folder. That way, any changes will automatically update everyone's Word. If it is your own and not shared you can either put it in your Startup folder or keep it elsewhere and use the shortcut to load it into Word.

Examples of global templates can be found in the Letterhead System, the Legal Toolbars and the Gender Toolbars.

Normal.dot - the granddaddy of global templates
This explanation is incomplete. Sorry, but it is a very big topic. Normal.dot is a special global template created and used by Word and should be in the User Templates folder. Unlike other global templates, it should not be shared. Also unlike other global templates, it shares styles with all open documents. Normal.dot is usually considered at least as personal as the locked bottom drawer of someone's desk. People will be offended if you mess with their Normal.dot.
If Word is unable to find the Normal.dot file when started, it will create one, using its defaults. (In some language editions, Normal.dot will have a slightly different name. Also, at least one virus renames Normal.dot.) Except in unusual circumstances (multiple users on one computer or multiple versions of Word) there should only be one copy of Normal.dot on a computer.

The hierarchy of templates - not all are created equal!
So, we have attached templates, global templates, and Normal.dot. What happens if there are conflicts (two Autotext entries or macros with the same name, etc.)? They defer to each other according to rules set by Microsoft (but not very easy to discover). You don’t need to know this hierarchy unless you start using the same style, macro, or autotext entry names in multiple templates that are active at the same time. (This may be a good reason to use different names!) The order is:

	

	First, look in the document. Any macros or styles in the document will be used in preference to others. Any keyboard shortcuts or toolbar modifications stored in the document will trump those elsewhere. (If the document and a template both have toolbars with the same name, though, they will both be available when the document is active.)

	

	Next, check the attached template. Any macros or styles in the template will take priority over any except those of the same name in the document. Any keyboard shortcuts or toolbar modifications in the template will govern in preference to all except those stored in the document. Any styles changed in the template after the document was created will be available to the document as changed by updating styles. Any autotext entries in the attached template govern in place of entries with the same name in Normal.dot or global templates. 

	

	Then check Normal.dot. All styles in Normal.dot are available to all documents except those already in the document. (Normal.dot has many more styles than are ever used in one document.) Autotext entries and macros in Normal.dot can be used in any open document (unless an autotext entry or macro with the same name is in the attached template.) Keyboard shortcuts and toolbar modifications in Normal.dot govern in place of the default Word layout and in place of any that might be in other global templates.

	

	Finally, check other global templates and add-ins. Styles in global templates are irrelevant to other documents (except through autotext entries). All macros, keyboard shortcuts, toolbars and autotext entries are available from a global template. If there is a macro or autotext entry with the same name in Normal.dot, the attached template, or the document, as the name in any other global template, the macro in the global template will not be used (except for an AutoExec macro). If there are multiple global template, they are checked in alphabetical order.


How to get more (user defined) tabs when you select “New” under the file menu.
When you go to save a template, as a template, Word will take you to your user templates folder. If you store the template there, it is under the General tab for new files. The other tabs that you see under File|New are usually folders in one of the template directories. If you want to add a tab, add a folder and store a template there. (In Word 2000 the tab won’t show up if there isn’t a template in the folder.)

Word 97 stores the templates that come with it in these same folders. Word 2000 keeps them elsewhere. If you want your template to show up under the tab for “Letters & Faxes” you need to create a folder with that title in your user Templates folder. Just File|Save As and select template as your file type. Before you save the template, create a new folder “Letters & Faxes” if one isn’t there, and then open that folder and store your template there.

Tabs from a Workgroup Templates Folder
You can create organization folders in your workgroup templates folder as well and store your workgroup templates there. These tabs will then show up in the File | New dialog box for everyone who has set that folder as the location for workgroup templates.

If you give your folders (that you create in the user or workgroup templates folders) the same name as Tabs already showing up under File | New, your templates will show up under those Tabs. You can have folders with the same names in your personal templates folder and your workgroup templates folder to take advantage of this.

Template folder organization and the File | New dialog box.
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Note that the folder depth allowed for Templates folders is two levels: the Templates folder and one level of folders therein. The diagram above shows five levels. You can put subfolders in second-level folders but Word will ignore that structure and act as if you put all the templates directly in the folder at the second level.

Word 97/98?
If your templates folder is structured as in the diagram when you use File | New you will see four custom tabs and five custom templates in your dialog box. If you click on the tab AA you will see no templates.

Word 2000/2001?
If your templates folder is structured as in the diagram, when you use File | New you will see three custom tabs and five custom templates. No tab is shown for AA because it contains no templates.

Both
If you click on the tab AB, you will see templates 11, 12, and 13 as options for starting your new document. If you click on the tab AD you will not see any folders. You will see the following templates: 17, 18, 21, 31, 32, 33, 34, 35, 36. All templates that are anywhere within folder AD, including in subfolders, are displayed.

Tabs that show up under File | New that are not Folders
	

	The General tab (Word 97 and thereafter)


The General tab displays all templates in the User templates folder, the workgroup templates folder and one that says "Blank Document." You won't find a "Blank Document.dot" if you look in any of the templates folders, this is actually Normal.dot.

	

	The More tab (Word 97 and thereafter)


If you have more folders in your user templates folder and in your workgroup templates folder than can fit on two rows of tabs in the File | New dialog box, the last tab on the second row will be "More." Clicking on this will give you all of the Folders in your templates folders.

	

	Other tabs that are not Folders (Word 2000 and thereafter)


In Word 2000 (and thereafter I expect) the templates that come with Word show up under tabs in your Files | New dialog but if you look for them, you can't find them. That is by design. Unless you have created a folder that has the same name as one of these tabs, there will be no folder with that name. If you do create such a folder (in either your user templates folder or your workgroup templates folder) you will have a folder that matches the tab. Any templates that you put into that folder will show up under the tab in the File | New dialog.

Opening a template for editing
You will need to know the location of the template before you attempt to edit it. In Windows, use Start | Find... | Files and Folders to do this. On a Mac, use the finder.

From Word
You open a template for editing the same way you open a regular document. (File | Open) The trick is navigating to the folder that contains the template. Once you have done this, simply open the template. Note that if you have opened the template the name shown in the title bar will be the template's name, not "Document 1." Since the task of navigating to the template is difficult, you may want to simply open the template ...

From Explorer
You open a template for editing from Explorer by right-clicking on it and selecting "Open" from the shortcut-menu that pops up. If you simply double-click on the template, you will get a new document based on the template.

Using one template to create a new template
Once you have a good template, why re-invent it? You have your letterhead set up the way you want (see Letterhead System), why not use that template as a base for your form letter. Probably the best way to do this is to open the template as if to edit it and then save it under a different name before you change anything. You should not change the styles in this template unless you want to change them in all of your other forms as well. If you need a style to be different in the new template, create a new style based on the old one and use that new style instead. That leads us into a discussion of ...

Styles in Templates
The reasons for using styles in a template are the same as those for using them in your documents – in Spades: 

	

	Consistency — When you use styles to format your templates, documents having the same function will have a similar, familiar appearance and be easier for the reader to understand. Each section is formatted the same and therefore, provides a professional, clean-looking document. 

	

	Easier to Modify — If you use styles in your template consistently, you only need to update a given style once if you want to change the characteristics of all text formatted in that style.

	

	Efficiency — You can create a style once, and then apply it to any section in the documents based upon the template without having to format each document individually. You can change a style in a template and update the styles in attached documents easily.

	

	Table of Contents — Styles can be used to generate a table of contents quickly.

	

	Faster Navigation — Using styles lets you quickly move to different sections in a document using the Document Map feature and the vertical scrollbar's tips.

	

	Working in Outline View — Styles allow you to outline and organize your document's main topics with ease.

	

	Legal Outline Numbering – Numbering, when linked to styles, allows you to generate and update consistent outline numbering in legal documents, even ones with complicated numbering schemes like municipal law, tax law, and mergers and acquisitions documents. Failure to use numbering linked to styles is one of the easiest ways to really mess up a Word document. This applies to templates even more!

	

	Efficiency of Word — Files which are predominantly manually formatted are less efficient than those which have formatting that has been imposed by styles: manually formatted files, such a converted documents which have been File, Opened, are bloated in file size (bytes) and do not render to the screen efficiently when you scroll through them. This is because Word is a styles-based application: it first reads the attributes of the underlying style, then has to broadcast anything contrary (e.g. manually formatted on top of that). As such, a lengthy document that has been predominantly manually formatted, will behave sluggishly because Word has to work harder at managing it. Additionally, the print formatting processes are equally labored as opposed to using styles. (Each paragraph mark in Word will carry up to thirty different formatting commands for the screen and printer. These can all be replaced by one style setting. Let's see.. if a document has fifty paragraphs - all formatted the same - that means that it can contain somewhere between under 100 and over 1500 commands for the screen and printer. By using styles you make it the under 100 figure. Which do you think will work better?)

	

	HTML AND XML — What lies ahead? A fully structured, styled template will move into HTML and XML incredibly well.


 
	

	Note  In Word 2000, styles are listed in alphabetical order. In Word 97 styles listed in the drop-down list are not displayed in alphabetical order. Word 97 lists styles in the following order in the Style Box list: 


Heading styles 


Normal style 


User-defined styles in alphabetical order 


Body Text styles 


List styles 


All other styles listed alphabetically.


	

	Tip  A keyboard shortcut is to press CTRL+SHIFT+S (to put you in the style drop down box), and then press ENTER, which will bring up the above dialog.


	

	Warning  We do not recommend selecting the Automatically update the style box especially in a legal environment where multiple users work on the same document. This feature will update the style each time you make a formatting change in a paragraph that has a style attached.


Using the Organizer to Copy Macros, Styles, and Toolbars
You can copy styles between documents or templates. One of the most effective ways to do this is through the Organizer. The Organizer is a tool built into Word that allows you to quickly copy Styles, AutoText, Toolbars and Macros. You can access the Organizer in one of two ways: from the Format menu, choose Style and click Organizer; or from the Tools menu, choose Templates and Add-Ins and click Organizer. 

Practice: Copy Styles Using the Organizer
1. From the Tools menu, choose Templates and Add-Ins. 

2. Click Organizer. 

3. Select the appropriate tab for items that you want to copy. For example, to copy styles from one document or template to another select the Styles tab. 

4. To copy styles from your current document to the Normal.dot template which makes the style available each time you start Word, select the styles and click Copy. 

5. Click Close. 
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	Note  If a style name that you are copying already exists, you are asked if you want to replace it. 

Charles Kenyon Note  I have found it best when copying styles using the organizer to copy them three times if any of the styles is based on other styles or is followed by other styles. I'm not sure why this makes a difference, but I've found that clicking on that copy button three times means that these relationships continue in the destination template. I know that when I copy them only once, they do not and the styles are then followed by the Normal style.


Copying Keyboard Shortcuts and menu modifications from one template to another
This is not as simple, because Word has no method built-in for doing it. I do it by using a global template developed by Chris Woodman. You can download this for free from:

http://www.chriswoodman.co.uk/Shortcut%20Organizer.htm
Once you have placed the global template to have it work as a global, you have will have an additional command under Tools that says Organize keyboard. It works like the organizer. (This global also adds a command under the Edit menu that lets you use document variables like document properties.) 

I recommend that you open this template and read it. Then, while in the template, right click on your toolbars and un-check "Shortcuts." I find the toolbar to be overkill. You may also want to remove the document variables command that is now under your File menu.

Tools | Customize

Drag the command off of the menu. 

	Troubleshooting Templates — Issues To Watch Out For
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Failure to define and use styles. This is especially a problem if you have numbered paragraphs that use Word's automatic numbering. 
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Using the same names for macros, styles, and/or autotext entries in multiple active templates. There are times when you want to do this but usually you don't want one template pre-empting another.


This is definitely a work in progress. I have posted it and placed it in the table of contents because I think that it is finished enough to be more help than harm. I work on it (and the other chapters listed below) in my spare time as the mood strikes me. Please let me know of any errors you spot or any suggestions you have to make it more useful. Thank you.

You can reach me by e-mail at templates@addbalance.com?subject=TemplatesChapter 

Copyright (c) 2000, 2001 Charles Kyle Kenyon, DePere, Wisconsin, USA All rights reserved. Please do not copy this without express permission. Portions of this chapter were copied almost verbatim from the chapter on Understanding Styles and are copyrighted by the original authors and Microsoft. Those portions are copied herein with permission.

