USING TEMPLATES FOR CLASS (OFFICE 2003)

Using templates Templates are useful because they let you open the same document several times
without changing the original. Each time your open the template (when installed properly) means you
need to save it with a new name. The operation works as shown in the following steps.
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USING TEMPLATES FOR CLASS (OFFICE 2003)

Now with a template open you should save it.  See the instructions when you open the file. The format
you should follow is <group you are assessing><your group name>.doc Now with this document you
can suggest grades and add your comments.
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USING TEMPLATES FOR CLASS (OFFICE 2003)

Copy the file to your template folder To use this file as a template you need to put it in the template
folder in your computer.  On my computer it looks like this.
Open my computer and the C: drive.
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...then open the “Microsoft Office’ folder followed by the ‘Templates’ folder and click on the ‘1033’ folder
to make sure it is open. Copy the template file into this folder.
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Close this folder. Close word and re-open it. Then follow the procedure above to use the file as a
template. Please be careful to save the file using the format given. This makes it easy to group the
feedback forms after class.
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