Directions for Using the Calendar Template (PC)

1) Open the template and save as “January” (or first month in your calendar.)

2) Click on the word “month” and change to “January.”

3) Using a published calendar as a guide, click in the appropriate box for the first day of the month and type “1”.  Repeat for each day of the month.

4) Find an image in the CHO database and right click to copy.

5) Click in the text box labeled “image” and right click to paste the image.

6) Drag the image from the corner to fit it into the box (the text box shape and size can be changed by clicking on the box and then dragging from the edge or corner.)

7) Click on text box labeled “caption” and type in caption.  Repeat for text.  (Shapes/sizes of boxes can be changed as described above.)

8) To change or remove the line around the text box, go to “text box” under “format” menu and change the line color to “no line” or a different type of line.

9) Save and repeat for each month.

