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Edit the Library Template
Each library has a default template that is used whenever a new file is created within the library. 
For example, in a document library, a blank Microsoft Word document is used as a template when a file is created with the New Document command. However, you can edit that template to, for example, include a standardized header and footer, contain boilerplate text for introductory paragraphs, or contain a suggested outline for all proposals.
1. Navigate to the library.
2. On the ribbon, click the LIBRARY tab. In the Settings group, click Library Settings. 
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3. On the Settings page under General Settings, click Advanced Settings. 
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4. In Advanced Settings:
a. Ensure that Allow management of content types is No. 
b. Ensure that the default behavior is Open in the client application. 
c. [bookmark: _GoBack]Click Edit Template. 
[image: ]
5. As the template opens, you may be prompted to trust the file and/or log in.
6. Edit the template as needed. 
7. Save and close the template. 
8. Click OK to close the Advanced Settings page.
9. Navigate back to the library. Use the New Document command to create a new document and confirm that the modified template is used.
[image: C:\Users\drspringall\Desktop\SharePoint-logo.png]		2
image1.png
BROWSE | FILES | LERARY

Deanna R ¢

i [ Moty View .. Cument Vew: @
B 3|

[ Create Column | )l pocuments ~
Vew  Quce  Creste Tags &
B View | NavigateUp Current Page. Netes

View Format Manage Views Tags and Notes

a & t [ Fom Weo pars

B
[>
Pon sl

3 NewQuickstep

Share & Track Connect & Export Customize Library

Settings




image2.png
Training Documents * Settings

List Information

Name: ‘Training Documents
Web Address: https/inside.ncdot gov/training/ContributorWorkZone/Test Document Library/Forms/Allitems aspx
Description:

General Settings Permissions and Management Communications
& List name description and navigation & Delete this document library & RSS settings

& Versioning settings & Save document library as template

& Advenced settings & Permissions for this document library

@ Volidation settings & Manage files which have no checked in

& Column default value settings




image3.png
Settings * Advanced Settings

ContertiTypes] Allow management of content types?
et "GO

this document library. Each content
type will appear on the new button

T
e

B

Document Template Template URL:

Tpethe sddrsof S templiets [ 1y poment vy romarempatesots
i

‘When multiple content types are (Edit Template)

enabled, this setting is managed on

Opening Documents in the Default open behavior for browser-enabled documents:
Browser ® Open in the client application

Specify whether browser-enabled O Open in the browser

‘documents should be opened in o .

‘the client or browser by default Use the server default (Open in the browser)

‘when a user dicks on them. If the
dlient application is unavailable, the
‘document will aways be opened in
the browser.




image4.jpeg




image5.png
H>> SharePoint




