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                                                    Upload the document with pdfFiller.com Uploader or select the document in “My Forms” page. Fill in the information that you want your template to always contain and click “Done” button to return to “My Forms” page. Select the filled document and click “T”--”Template” button. Your document will be converted into a template. Every time you open the document, you will be prompted for a new document name and a new one will be created. The template itself will remain unchanged and ready for use. If you need to edit the template, simply select the template form in “My Form” page and click “Template” button. The template will be converted to a regular form. You can edit and convert it to a template later.
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