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NB Do not double click
the template to open.
This could damage the
template fields.
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Navigate to where you
saved the template, in
our case the desktop.
Select the appropriate
template and click Open.

The template is imported
into the Best Practice
word processor.
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To save the template
select File — Save. (for
future use)
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Tick the box Available
to all users if more than
one user will be using
the template.
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