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Welcome to TeachUcomp, Inc.’s Mastering Excel Made
Easy for Lawyers CPE Edition v.3.0 tutorial. The purpose
of this class is to show the many aspects of Microsoft Excel
that are used in the legal profession. This class also
requires advanced knowledge of the Microsoft Excel
program. Therefore, it is recommended that you familiarize
yourself with the content of TeachUcomp, Inc.’s Mastering
Excel Made Easy tutorial, which is included within this
product, prior to learning the CPE (Continuing Professional
Education) part of the tutorial that is included within this
manual and which focuses on aspects of the program used
by lawyers.

This class takes the knowledge that has been put forth in
the Mastering Excel Made Easy course and applies that
knowledge specifically to tasks that are common when
using Excel in the legal profession.

Introduction and Overview
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CHAPTER 35-
Using Online Templates

35.1- Downloading Templates from Office.com

35.2- Saving a Template

35.2- Creating New Workbooks from Saved Templates
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Using Online Templates

35.1- Downloading Templates from Office.com:

Microsoft Excel allows you to download templates from Office.com if you are using Microsoft Excel
on an internet-connected computer. There are many templates available for legal professionals that allow
you to manage and record time, record consulting on projects, and many other useful things. In this lesson
we will examine how you can connect to Office.com to search for templates that you can download and
save to your computer for use within your law firm.

First open Microsoft Excel. Then click the “File” tab within the Ribbon and then click the “New”
command shown at the left side of the backstage view. That will then display the templates that are
available in the area to the right. There are thousands of templates available for your Microsoft Office
products, so you will need to search for the types of templates that you want to use. To do this, click into the
search box and then type a keyword of your choosing into the search box. Then click the “Start searching”
button at the right end of the text box, or press the “Enter” key on your keyboard, in order to display the
results of the template search in the area below the search box.

To download a template, simply click on it once to select it. You will see a description and review of
the template appear. If you decide that you would like to download this template, then click the “Create”
button to download and create a copy of this template on your computer.

The template will then open within Excel, where you can edit and customize it as you wish by adding
your own content to the structure provided.

35.2- Saving a Template:

You can save a downloaded template to the templates folder within your computer so you will not
need to download it again in the future. To do this, ensure the template is displayed onscreen and then click
the “File” tab within the Ribbon. Then click the “Save As” command shown at the left side of the backstage
view within the template file. Click the “This PC” (“Computer” in Excel 2013) choice to the right of the
command list and then click the “Browse” button to open the “Save As” dialog box.

Select either the “Excel Template” or “Excel Macro-Enabled Template” choice from the “Save as
type” drop-down at the bottom of the “Save As” dialog box. The difference between the choices depends on
whether or not the template contains macro coding within the file. If you want to save a template that
contains macro coding, you must use the “Excel Macro-Enabled Template” choice.

When you make this selection, Excel should change the folder to which it will save the template to
the default templates folder within your computer. Be sure to save the template into this folder that Excel
selects so that Excel will be able to find and display the template choice in the future when you go to create
a new workbook based on the given template in the future. Then enter the name that you want to give to the
template by typing it into the “File name” text box. Then click the “Save” button within the “Save As” dialog
box to save the template to your computer. You can then close the template file displayed within Excel

In the next lesson within this chapter you will examine how to create a new Excel workbook from the
template that you saved to your computer.
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Using Online Templates

35.3- Creating New Workbooks from Saved Templates:

In the last lesson within this chapter, you learned how to save a template to your computer. In this
lesson, you will learn how to create a new workbook from the template that you saved to your computer.

To create a new workbook from a saved template, select the “File” tab in the Ribbon and then click
the “New” command at the left side of the backstage view. Click the “PERSONAL” category that is
displayed underneath the “Search box” in the area to the right to display the personal templates that you
have saved to your computer within Excel. These templates will then appear within the templates area
below. You can then click the name of the template you want to use as the basis for your new Excel
workbook to create a new copy within Excel.

You can then add your own data to the new workbook you have created and save it as you normally
would. Note that the changes made to the workbook do not change the original template from which the
workbook was created.
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ACTIONS-
Using Online Templates

DOWNLOADING TEMPLATES FROM OFFICE.COM:

1. Click the “File” tab within the Ribbon and then click the “New” command shown at the left side of the
backstage view to display the available templates in the area to the right.

2. To search for templates, click into the search box in the area above the template shown and then type a
keyword of your choosing into the search box.

3. Then click the “Start searching” button at the right end of the text box, or press the “Enter” key on your
keyboard, to display the results of the template search in the area below the search box.

4. To download a template, click it to select it and view a description and review of the template.
5. Then click the “Create” button to download and create a copy of this template on your computer.
6. The template will then open within Excel, where you can edit and customize it as you wish by adding

your own content to the structure provided.

DOWNLOADING TEMPLATES FROM OFFICE.COM:

1. Ensure the template is displayed onscreen and then click the “File” tab within the Ribbon.
2. Then click the “Save As” command shown at the left side of the backstage view within the template file.
3. Click the “This PC” (“Computer” in Excel 2013) choice to the right of the command list and then click the

“Browse” button to open the “Save As” dialog box.
4. Select either the “Excel Template” or “Excel Macro-Enabled Template” choice from the “Save as type”

drop-down at the bottom of the “Save As” dialog box.
5. Excel will change the folder to which it will save the template to the default templates folder within your

computer. Be sure to save the template into this folder that Excel selects so that Excel will be able to
find and display the template choice in the future.

6. Enter the name you want to give to the template by typing it into the “File name” text box.
7. Click the “Save” button within the “Save As” dialog box to save the template to your computer.
8. Close the template file displayed within Excel

CREATING NEW WORKBOOKS FROM SAVED TEMPLATES:

1. Select the “File” tab in the Ribbon and then click the “New” command at the left side of the backstage
view.

2. Click the “PERSONAL” category displayed underneath the “Search box” in the area to the right to
display the personal templates that you have saved to your computer.

3. These templates will then appear within the templates area below.
4. Click the name of the template you want to use as the basis for your new Excel workbook to create a

new copy within Excel.
5. At this point, in all versions of Excel, you can then add your own data to the new workbook you have

created and save it as you normally would.Sam
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EXERCISES-
Using Online Templates

Purpose:

1. To be able to save a template to your computer in Excel.

Exercises:

1. Open your Excel application.
2. Click the “File” tab within the Ribbon
3. Click the “Open” command at the left side of the backstage view.
4. Click the “This PC” (“Computer” in Excel 2013) command to the right.
5. Click the “Browse” button to display the “Open” dialog box.
6. Use this dialog box to open the “Law Firm Financial Analysis Worksheet” template that is located in

the “Templates” folder within this product.
7. To save the template to the templates folder within your computer, ensure that the template is

displayed onscreen within Excel.
8. Click the “File” tab within the Ribbon.
9. Click the “Save As” command shown at the left side of the backstage view.
10. Click the “This PC” (“Computer” in Excel 2013) button to the right.
11. Click the “Browse” button to open the “Save As” dialog box.
12. Select the “Excel Template” choice from the “Save as type” drop-down at the bottom of the “Save

As” dialog box.
13. When you make this selection, Excel should change the folder to which it will save the template to

the default templates folder within your computer. Be sure to save the template into this folder so
that Excel will be able to find and display the template choice in the future when you go to create a
new workbook based on the given template in the future.

14. Click the “Save” button within the “Save As” dialog box to save the template to your computer.
15. You can then close the template file.
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