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Learning Outcome of this session

• Student will able to CREATE AND USE TEMPLATE



What is Template?
A template is a model that you use to create other documents. For Example, If your
school makes your school worksheets which have same layout in all with its logo and
address. How hard it would be to clone it again and again in the file with same changes.
So here you can use Template which will give the logo and basic information to all the
files.



Creating a Template :
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Creating a Template :

Creating a template using a wizard



Set up a custom default template. 



Creating a Template :



Use the Template 

Opening templates



Creating a Template :

Using a template



Change to a different template. 

Opening templates



Change to a different template.

Changing to a different template



Updating a Document 



Home Assignment

PRACTICAL ACTIVITY 

1. Create your own template for any topic of your subject. 

QUESTIONS 

1. What are templates? What are the advantages of using templates? 

2. What is the difference between styles and templates? 

3. Explain different ways of creating a template. 



THANKING YOU

ODM EDUCATIONAL GROUP


