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Creating Excel Templates 

 
A. Creating Excel  Templates 

1. Create an Excel workbook that contains all of the elements needed for the template file. 

     
 

2. Click the Office button and select Save As. 
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3. Type the name for the template in the file name field. 

 

 
 

4. In the Save as Type drop-down list, select Excel Template (*.xltx).  Then, click the Save button. 
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B. Accessing Excel Templates 

1. Click on the Office button to open the drop down menu. Click the New option to open the New Workbook dialog box 

 

               

 

2. Click the My templates option in the left hand pane to open the templates dialog box. 

 

              

           



ICTP_007_02192013     Page 5 of 5 
ProductivI.T.y tip 129_(Excel) Creating Excel Templates _02192013 
 

3. Select the template and click the Ok button to open the template. 

           
 

          
 
 

 


