
How and Where to save templates you download to use in your Mandarin System 
 
IF YOU GET THE FILE(S) AS EMAIL ATTACHMENTS: 

HOW - You save them as you would any other file you receive via email (this may vary slightly between email packages 
so if you have NEVER saved a file to your computer from email please let me know) 

COPYING TEMPLATE(S) FROM ANOTHER MANDARIN COMPUTER  
HOW - Put them onto a flash drive, etc. to transfer but they’ll still go in the same place. 
 
WHERE THEY GO – To the Mandarin folder located within the Program Files folder 

 
 
 
 
 
 
 
 
 
 
 

 
We’ll assume here that you are saving the file(s) from your email or downloading from the SLS website and the 
SAVE ATTACHMENT or SAVE window is open: 
1. Move to your Desktop 
2. Double Click on My Computer 
3. Double Click on Local Disk (C:) 
4. Double Click on Program Files folder 
5. Double Click on Mandarin M3 folder 

 
Once inside the Mandarin M3 folder 

1. Double Click on Templates (note the “s” at the end) 
a. The 1-ILL IN is a Bibliographic Template.  

                Therefore, 
b. Double Click on bibliographic folder  
c. 1-ILL IN should be listed in the File Name box 
d. Click the SAVE button 

 
If you’re copying these from a flash drive then drag the file 
from the flash drive into the correct folder. 
 
Now go back to your email and repeat the steps for any other 
templates.  
 
**Take note as to whether the template(s) are a bibliographic 
template, holding template or a patron template.  (Yes 
someone will have to specify it to you in the email) OR You need 
to make a note of where you got it from if you’re copying it from 
another computer ** 
 
That information will tell you which folder to open and save it in 
once you are inside the main Templates folder  
 
NOTE: If you are not able to save files to your local hard drive, 
you will need to talk to your technology person to temporarily 
give you access to do this.  If this becomes a problem, please 
call the SLS office for assistance. 


