How to Create Word Templates for Legal
Documents Using Developer Tools

A Step-by-Step Guide for Paralegals and Attorneys

Introduction

Creating standardized legal document templates in Microsoft Word streamlines workflow,
ensures consistency, and reduces errors. This guide provides paralegals and attorneys with
a step-by-step process for building robust Word templates using the Developer Tools,
making document automation and customization easy for legal practices.

Prerequisites

e Microsoft Word (2016 or later recommended)
e Basic familiarity with Word's interface
e Access to the Developer tab (instructions provided below)

Step 1: Enable the Developer Tab

1. Open Microsoft Word on desktop. The developer tools do not work for the online
version of Word. Additionally, the templates work best on the desktop version of
Word.

Click File > Options.

In the Word Options window, select Customize Ribbon.

In the right pane, check the box labeled Developer.

Click OK to add the Developer tab to the ribbon.
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Step 2: Create a New Blank Document

1. Click File > New.
2. Select Blank document.
3. Save the document with a descriptive name (e.g., “Legal_Template.dotx”).



Step 3: Insert and Configure Content Controls

Content controls are interactive elements such as text boxes, drop-down lists, and date

pickers that make templates easy to fill out.
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Go to the Developer tab.

In the Controls group, choose the appropriate content control:

Rich Text (for formatted text input)

Plain Text (for simple text input)

Drop-Down List (for selecting from pre-set options)

Date Picker (for date selection)

Check Box (for yes/no options)

Click the desired control to insert it at the cursor location.

Right-click the control and select Properties to customize its title, tag, and options
(for drop-down lists).

. Repeat to insert controls for all variable fields in your legal document (e.g., client

name, date, contract terms).

Step 4: Format and Protect the Template

1.

Format your document with headings, paragraphs, and styles as needed for your
legal document type (contract, affidavit, motion, etc.).

To prevent accidental editing of static text, select the document portions to protect,
then click Restrict Editing in the Developer tab.

Check Allow only this type of editing in the document and select Filling in forms.
Click Yes, Start Enforcing Protection and set a password if desired.

Step 5: Save as a Template
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. Click File > Save As.
. Choose the location to save your template.

In the Save as type dropdown, select Word Template (*.dotx).

. Click Save.

Step 6: Using the Template

1.

2.

To create a new document based on your template, go to File > New > Custom (or
Personal).
Select your template and start filling out the content controls.



3. Save the completed document as a regular Word file (.docx).

Best Practices for Legal Templates

e Keep templates updated with the latest legal language and formatting requirements.

e Testtemplates byfilling out sample data to ensure all controls work as intended.

e Use descriptive titles and tags for content controls to help users understand
expected input.

e Store templates in a secure, shared location for team access.

Troubleshooting Tips

e Ifthe Developer tab is missing, repeat Step 1 to enable it.

e If content controls are not working, ensure document protection is set to “Filling in
forms.”

e Foradvanced automation, explore using macros and Quick Parts via the Developer
tab.

Conclusion

Using Word’s Developer Tools, paralegals and attorneys can create efficient, professional
legal document templates that save time and ensure consistency. Regularly update and
review your templates to keep pace with evolving legal standards.



