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WinYou® Law   Adding Word Templates 

You want to use your own word templates in WinYou  

 
WinYou Law is using Microsoft Word Templates for creating document from the document 

control center. This allows you to create or change existing templates directly in Microsoft 

Word. You have the possibility to use WinYou Law Bookmarks to automatically get information 

(address, client, salutation etc.) from WinYou Law directly into your document based on your 

template. After creating a template, you have to save it in the WinYou Law template folder and 

register the template within the WinYou Law Administrator. 

  

You can also use an existing WinYou Law template. You find the templates here:  

C:\Users\ [user]\Documents\WinYou Law\Templates 

 

 
This is the WinYou Law Document Control Center Window, from here you control which client 

you want to send a letter, which template you want to use, which address (and contact person) 
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you want to use (project related or not), your document title (shows in WinYou Law Activity 

Log),  document subject (shows up in the document) etc. 

 

Step by step to add you own template to WinYou Law:  

1. In Microsoft Word, open your existing template  (navigate to your template folder) :  

 

 
 

 

 

 

Below you see our sample template:  
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2. First we want to save your template in the WinYou Law  template folder:  

 

 
 

 

 

Normally you find the WinYou Law  folder here:  

 

C: \ Users \ [user] \  Documents \ WinYou Law \ Templates  

 

 
 

Click on ñSaveò to save your template. As you see above, it is not necessary to 

rename the file name.  
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3. Now we will  add some WinYou Law  Bookmarks like Address, Subject etc.  

 

 
 

Save the changes.  

 

4. In WinYou Law , select menu Tools / Administrator. In the dialog Administration 

WinYou Law  select ñDocument Templatesò. Click on button ñAddò 
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5. In the dialog Document Templates enter the following:  

 

 
Click on the ñOKò button to save the new entry. 

6. Close tab Document Control Center if any is open  ï we want to refresh the document 

template list in the document control center .  

Click in toolbar DocCenter (this opens the document control center again) and select 

your new Document Template ï in our case ñMy Letterò. Select an Address (and 

Contact Perso n), fill in the title and subject and click on button ñCreateò 

 

 


