Creating Templates in Word 2007
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Select Save As, then Word Template. 
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The file will be saved as a .dotx.  The icon will have a yellow strip at the top, indicating it’s a template.  When you open a template file, it is opened as a new document.  When you save this new document, you will also be asked if you want to save the changes you just made to the template.  Choose Yes if you want to modify the template, No if you want it to stay the way it originally was with no changes.  
