How to reset Words Default Template or Normal.dot

Open My Computer > c¢: / Documents and settings / <Username> / Application Data /
Microsoft / Templates, where <username> is your name or login name, i.e. Student or
Staff.

If you do not see the Application Data folder please do the following while in the c: /
Documents and settings / <Username> folder: Open the Tools menu and select Folder
Options and then the View tab. On the View tab look for the Hidden files and folders and
click the Show hidden files and folders radio button and click OK.

Folder Options

General | View | File Types | Offline Files

Folder views
ek You can apply the view (such as Details or Tiles)that
you are using for this folder to all folders.

| Apply to All Folders | [ Reset All Folders

Advanced settings:
| Files and Folders |
Automatically search for network folders and printers Il
Digplay file size information in folder tips
Digplay simple folder view in Explorer’s Folders list
[] Display the contents of system folders
Digplay the full path in the address bar
[J Display the full path in the title bar
[] Do net cache thumbniails
|5) Hidden files and folders
() Do not show hidden files and folders
(%) Show hidden files and folders

|| Hide extensions for known tile types V
Restore Defaults
’ 0K ] ’ Cancel ]

Once you have located the Normal.dot file select it and delete it. The next time you open
Word a new one will be created.



