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5. Set the drafting settings: 
Right-click over the GRID button and select 

SETTINGS. Set the grid on, and use a grid spac-
ing appropriate for the drawing limits. For example, 
use 1 foot or 2 foot spacing. Too small a spacing will 
make the grid too dense and therefore cause it to not 
appear.

Set the polar angles to track. Use 45 degree 
angle increments or as small as 15. This will en-
sure that the most typical angles will be tracked 
during drawing. Use additional angles to track 
unique angles such as 19 or 32 degrees. Addi-
tional angles are not incremental.

Turn the object snap on and set minimal 
snap modes. Too many selected snap modes will 
slow the drawing down. Remember you can 
always access the pop-up object snap to focus 
on a particular snap mode for one instance. To 
access the pop-up object snap, use shift-right 
click in the drawing area.

Click OK to exit the drafting settings dialog 
box and accept your changes.
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6. Set the Annotation Scale: 
Use zoom command to see the entire drawing 

area.
VIEW: Zoom: all

Use the Annotation scale to set the correct size 
for any text, dimension, or leader to be used on the 
drawing.

Once you set the scale, all annotations will be 
placed at the correct size for the corresponding scale.
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Saving as a Template

Templates typically have no drawing geom-
etry. So, if you are using the tutorial file, be sure 
to select everything in the drawing window and 
delete before proceeding.

FILE: SAVE AS: 
Use the save as command to save the current 

drawing as a template.  

 
 
 
 
 

Check the location to “save in” and check the 
file type selected is “(*.dwt)”. Save your template 
with a description, click ok then close.
 
 
 
 
 
 
 
 
 
 
 
 
Note: AutoCAD will automatically direct you to a system 
folder to save templates. To save to a different location, 
such as a network folder, simply change directories in the 
Save In pull-down menu. 
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Editing a Template
FILE: OPEN: 
Navigate to the saved location of your tem-

plate in the “Look in”  pull down menu. 

Switch the file type to *.dwt. If the folder 
changes, switch back by using the back button.

Confirm that you are editing the template 
by check the title bar. It should show the full 
drawing title. Be sure it has the .dwt file type 
extension.
Note: To ensure that you are editing the desired template 
and not editing a new drawing, check the title bar for the 
file name.
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Using a Template 
FILE: NEW: 
Navigate to the saved location of your tem-

plate in the “Look in”  pull down menu. 

Switch the file type to *.dwt. If the folder 
changes, switch back by using the back button.

Select and open the desired template and 
open. The title bar should indicate a new draw-
ing with a generic name and the .dwg exten-
sion.

Note: You can also use the Template option of the Start 
Up dialog and Browse for your desired template.

You are now ready to begin using templates and 
start new drawings!




