Templates

To get a template, File (or Wheel) to New.
Choose a template by using the “Search” window or scanning through the categories on the left.

To change colors, right click on the shape or background, and pull down to Format Shape to change it.

To edit photos and bring up the editing tools, double click on the photo. You will see the Format tab appear in the menu bar. Click on it to find the cropping tool as well as many other items. Crop, recolor, brighten, change the border to your liking.

For Powerpoint templates you want to save and come up in the Design Tab every time you open PowerPoint, open the template. Then click on the design tab. Pull down the arrow next to the last showing design and click on Save Current Theme. From then on, your theme will be available in the Design Tab and you won’t have to go back to the Templates area.
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Drag and Drop photos
If your pictures won’t drag and drop, either right click and go to Text Wrapping and choose anything except In Line with the Text (or go to Format Shape and click on the Layout Tab to do the same thing). To set this as the default for all pictures, Go to the Wheel (or File) and pull down to Word Options. Click on Advanced on the left-hand side, and then under “Cut, Copy Paste”, pull down to your preference—anything but In Line with Text. I choose “Square.”

Find More Templates
To find even more templates, go to Microsoft.com and search for Office templates. Be sure to choose templates for your version of Office.

To find PowerPoint slideshows or other documents that others have created, use Google to search using the limiter “filetype”  Sample:  Impressionist Painters filetype:ppt   Do not put spaces on either side of the colon.

To find pictures that have a copyright that is safe for you to use in class, on handouts etc. Use Google images and then click on Advanced Search. Pull down to Filtered by License to Labeled for Commercial Reuse.





Mail Merge to fill out certificates, etc.
To fill in student names or other information for say, a certificate, first create an exel document with headers on your data or download a csv file from Powerschool. Open in Excel and change the headers as wanted.
Then open the certificate, click on Mailings, click on Select Recipients, choose your excel or csv file and the sheet from the file on which the data is located. Then click on Insert Merge Field, pull down to Name or whichever field you want to insert into the document. When you have inserted all of the fields, chosen the font, etc. click on the Preview Results button and use the arrow keys to scroll through to make sure all is correct, long names fit, etc. Add spaces, use the delete key to delete fields, the point to move them as needed.

To Create your own Template
Design your letter head, Powerpoint slideshow, etc. Then go to Save As and Choose Template. Be sure they save to the following path 
· In Windows XP C:\Documents and Settings\ user name \Application Data\Microsoft\Templates
· In Windows Vista or in Windows 7 C:\Users\ user name \AppData\Roaming\Microsoft\Templates
· If you are unable to view AppData under your user name, then the file is hidden. To “unhide it” Go to Documents, click on Manage menu nad pull down to Folder and Search Options.  Click on the View Tab and put a checkmark in the Show Hidden…
Now whenever you want to use your template, open Word or PowerPoint or Excel, and go to New. Then select My Templates and choose the one you want.
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