Installing (Removing) Templates

You can store the template documents anywhere you like and open them by double-clicking, just as you would any document. However, if you put them inside your Microsoft Office Templates folder, you will be able to access them along with all the other Office templates in the dialog box you get when you launch Word. (The location of the files does not affect their performance—this is purely a matter of personal preference.)

To Install Templates in the Word for MACINTOSH
1. Find your Microsoft Office folder.

2. Find the Templates folder.

3. Make a new folder called "ColbyIdentity"

4. Move the Word templates into the ColbyIdentity folder.

To Install Templates in the Word for WINDOWS 2000
1. Find your System drive (C:)

2. Open the Documents and Settings folder.

3. Open the folder with your Login (your email address without the "@colby.edu")

4. Open the Application Data folder.

If you cannot find this folder:


Go to the Tools menu


Select Folder Options


Select the View tab


Go to Hidden Files and Folders


Check the "Show Hidden Files and Folders" button


Click Apply

5. Open the Microsoft folder.

6. Open the Templates folder.

7. Make a new folder called "ColbyIdentity" (right click then New >> New Folder)

8. Move the Word templates into the ColbyIdentity folder.

Changing a Template

In addition to these instructions, you can also change a template by following the instructions above to get to the templates then opening those files.

1. In Word, open a template by choosing "New" and selecting a template.

2. Modify it as you want.

3. Select File >> Save as

4. Under "Save Current Document As:," make sure Word Template is selected.

5. Select the folder you want to save the template in.

6. Name your new template and click Save.

Changing Your "Normal" Font Style

The "normal" font style is the default font that is set when you open a blank word document.

1. In Word, go to Format >> Style.

2. Make sure "Normal" is selected and click Modify.

3. In the lower center of the dialog box, click Format and select Font.

4. In the Font dialog box, select ITC Franklin Gothic Std Book at 9 pt (Macintosh) or 10 pt (Windows).

5. Click OK.

6. Click OK.

7. Click Apply.

Setting Up a Blank Document to Default to ITC Franklin Gothic Std Book or Janson Text

1. Open a new blank document.

2. Go to Format >> Font

3. Modify the font to Franklin Gothic or Janson Text

4. Click the Default button in the lower left.

If you wish to change to another font for a personal document, you can simply select a different font from the Font menu before you start typing.

Placing the Logo/Seal
Files for the logotype, seal, and unit are part of the package. These instructions are if you want to place these files in a Word document. Do not try and open the logotype, seal or unit files, as they will only open with the appropriate software. A Word document has also been provided where you can copy and paste the logos within Word documents where you need them.

1. In Word, place your cursor where you want the logo to go.

2. Go to Insert >> Picture >> From File

3. Find the logo you want. Make sure that "Link to File" is not checked.

4. Click Insert.

5. The logo should appear. Often times it will need to be scaled.

6. To scale an image, click on the image.

7. Grab the little black box in the lower right corner and drag it to the size you need. The image should scale proportionally or double-click on the image and type in a size or percentage. (With older versions of Word, you may need to hold down the Shift key while dragging to scale it proportionally.)
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Note: Nothing in this guide is guaranteed. 

If you are have technical difficulties, 

contact Faculty/Staff support at x3888.
If you are have questions about the use of the Colby Identity, 

contact Brian Speer at x3218 or Karen Oh at x3225.

If you are having problems in general, you are on your own.
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