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Templates and Forms

Templates and forms are useful methods of saving and formatting files so that they can be used easily by others. 

A template is a master document that contains preformatted elements that cannot be easily altered. A template can contain text, graphics, and settings such as fonts, menus, page layout, special formatting, and styles that you want to appear on all similar documents, presentations, or publications. A template is created in the same manner as any other file but is saved in a specific way that makes it a template. 

Word processing templates can be used for student book reports, lab reports, journal entries, lesson plans, letterhead, memos, tests, or any other document with the same formatting that is needed again and again. Templates can also help scaffold students’ work with a new tool. The use of such scaffolds should be reduced as students become more proficient. 

A form is a structured document with spaces reserved for typing information. You can use a form when you create quick assessments, tests, quizzes, self-reflections, or questionnaires that will be completed by students on a computer. A document that uses form fields is not well-suited for students who are writing drafts or creating formal communication, because text entered into a form field cannot be spell-checked. 
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