


How to Create a Draft Word Template in SharePoint
1. Create a document with your desired attributes. Suggestion is creating a document with a DRAFT watermark and Sensitivity Label 2 (or whatever you want). Save it somewhere on your computer that you can access it. Save it as a normal document (e.g. “.docx”)
[image: ]
2. Navigate to your SharePoint Documents library and in the “New” menu click on “Add template.”
[image: ]
3. Add your template document to the menu. Name is something descriptive. You now have a template with pre-set settings (default sensitivity label, default watermark).
[image: ]
One thing to note: Watermarks do not appear in Word Online. If you don’t see the watermark, try opening the document in the Desktop App.
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