
All Word documents are based on templates. Select from those 
supplied with Word or create your own. Wizards can help you 
create a template by guiding you step-by-step. 

As well as a blank template, Word provides several style templates 
including 'Elegant', 'Contemporary' and 'Professional' to cover each 
of the following types of documents: Letter & Faxes, Memos, 
Reports. 

Dialog Box: 

· Click the Document Type Tab you require. 
· Then click the style Template (or a Wizard if you want help to 

create your own style). 
· Click Preview Window to check it is what you want. 

We recommend you initially stick to one style to cover each type of 
document, e.g. Elegant: Letter, Report, Faxes & Memos. 

Accessing Alternatives: 

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


