Create Stationary 
(Mac Document Template)
Create Stationary
Templates are documents that can be used over and over again without changing the original. They can be created for a variety of reasons: to provide a customized writing environment for students who require non-standard formatting (i.e. large font, high contrast, special fonts); for tests and quizzes to be completed on the computer; or for other student activities.  Several applications provide ways to create and store templates.

· MSWord provides several useful templates for teachers + students from Fax forms to graph paper to presentation layouts.
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You can select any available template from the Project Gallery as a new document to use. Find one, then click on Create: Document and OK.

To create a New Template: 

· To base a new template on an existing template, select the one you want from the templates listed there. This time, click on Create: Template and OK
· To create a new template click Blank Document then click on Create: Template and OK. 

OR Create one from an existing file

1. On the File menu, click Save As.

2. In the Format box, click Document Template. This file type will already be selected if you are saving a file that you created as a template.

3. In the File name box, type a name for the new template- perhaps "Sandy's Journal" and then click Save. It will save the template in the folder called “My Templates” in the Project Gallery.

4. Lesson #6 will tell you how to format the new template; you can add the text and graphics you want to appear in all new documents that you base on the template. You may want to consider a graphical title: Sandy's Journal. You will have to save it again as a template document to save these new changes. 

5. Make the changes you want to the margin settings, page size and orientation, styles, and other formats.

6. Click Save and then click Close on the File menu

Use a Template

1. To open a template, click Open on the Project Gallery, and then open the template you want. Notice that it opens as an unnamed document.

2. On the File menu, click Save As.

3. In the File name box, type a name for the new file- perhaps "5-11 Journal" and then click Save. You are saving it as a word document.

4. Create the file. 

5. Click Save and then click Close on the File menu

