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There are two Word templates included in this ZIP file: one called “Normal.dot” and the other called “THDL_styles.dot”.  Both are the same file in that they include the same set of styles but should be used in different ways:
1. Normal.dotm – This document can be placed in the following folder so that the styles are available in all Microsoft Word documents: Windows 7: C:\Users\{your username}\AppData\Roaming\Microsoft\Templates; previous version of Windows: C:\Documents and Settings\{Windows Logon ID}\Application Data\Microsoft\Templates. However, if you do this, rename the “Normal.dotm” file already in that folder to “Normal-bak.dotm” so that you will have a back up.
2. THDL_styles.dotm – This document is for those who do not wish to replace their styles in “Normal.dotm” template but wish at some points to use the THL styles. This document can be saved anywhere. Only those documents that are opened from this template by selecting “New” and then double clicking on THDL_styles.dot and those documents whose styles have been imported from this document will have the THL styles (see below).
Importing Styles from One Document into Another
In order to add the styles to an already existing document, if you have not made the THDL_styles your “Normal.dotm”, do the following:

1. Open the document.

2. Under the Tools menu choose, “Templates and Add-ins”

3. Choose “Organizer”

4. Under “Normal.dot” on the right side, click “Close File”.

5. On the same side (right side), click “Open File”.

6. With the file chooser, locate the THDL_style.dotm file and choose it.

7. Select all styles on the right side (THDL_style.dotm) side.

8. Click on “<<Copy” to copy the styles from THDL_style.dotm to your document.

9. Click on yes to copy over all.

More Information on THL Word Styles and Their Use

See the follow THL essays:
· Using Microsoft Word
· 

HYPERLINK "http://www.thdl.org/tools/toolbox/index.php" \l "wiki=/wiki/site/c06fa8cf-c49c-4ebc-007f-482de5382105/creating%20an%20xml%20essay%20for%20thdl.html"

How to Create an XML Essay
· 

HYPERLINK "http://www.thdl.org/tools/toolbox/index.php" \l "wiki=/wiki/site/c06fa8cf-c49c-4ebc-007f-482de5382105/using%20word%20styles%20for%20thdl%20markup.html"

Using Word to Create XML
· 
How to Prepare an Essay for THL
· THL's XML Markup Scheme
