
All Word documents are based on templates. To create a new 
document click File, New. 

Dialog Box: 

The dialog window allows you to choose to base the new document 
either on a General Blank Template or on a variety of templates 
covering different types and styles of document. 

To create a new blank document:

· Click the General Tab (if it is not already open by default) 
· Double click the Blank Document icon. 

Accessing Alternatives: 

Menu: File, New. 
Toolbar: File New, Std Toolbar. 
Keyboard: <CTRL+N> 


