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First, locate the template folder on your computer. The folder location can be determined by using the "File Find 
function" (apple key + F key together) and searching for the template folder. 
 
Then, click on the link below and save the file to your Word template folder using the "File...Save As" command. 
Change the filename extension from ".doc" to ".dot" before saving. 
 
If the first method does not work, click on the link below while pressing the ctrl-key. Choose the option "Save 
Target As... ", and then use your Word template folder as the Save In location. Change the filename extension from 
".doc" to ".dot" before saving. 
 
Once the template is in the folder, open the template by double clicking on the file. 
 
You then need to save the file, "Save As..." in the My Templates folder (this is different from the templates folder), 
My Templates folder appears on the screen as an option once you click "Save As". 
 
In Project Gallery the template will then be available for use. 
 
 
Troubleshooting: 
 
Useful articles can be found at: 
http://word.mvps.org/mac/InstallTemplate.html 
http://word.mvps.org/mac/Using-Windows-Templates.html 
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