ALLOCATION AND LOAD IT IN WORD FORMAT

[bookmark: _GoBack]            Templates can store styles, AutoText entries, AutoCorrect entries, macros, toolbars, custom menu settings, and shortcut keys. Loading a template makes it available as a global template that you can use while you work with documents based on any other template.

Add-ins are supplemental programs that you can install to extend the capabilities of Microsoft Office Word by adding custom commands and specialized features. An example of an add-in program might be a program designed and distributed by your company's IT department to highlight company names in any document you open on your computer.
