
· Load template in Microsoft Word.  Don’t worry about the box sizes yet.
· Under the View menu, choose Print Layout and set your zoom level to 50%.  This way you can see how the pages lay out as you are typing them.

· Insert student’s story title, name and text, organizing the story between the four pages.
· Place your cursor in the box in the first page, and press ENTER until the text and box fill the page.  (Backspace if the text or the box spill over into the next page.)  Repeat this for each page.
If the story is only 3 pages in length, just delete the last page.  If the story is more than 4 pages, copy the entire last page and paste it at the end of the document as many times as needed.  We do try to limit to stories to three or four pages because it becomes cumbersome for the child to illustrate more than a few pages.
Use your judgment as to formatting within the story.  The hand-written stories that will be sent home to type likely will not have paragraphs and will be missing some capitalization, have creative spelling and misplaced punctuation.  Our goal is not to change the stories, just to type them so that they read as properly formatted stories.  Run a spell check and leave blanks if you’re stumped on a word—the teacher will send home the clarification after the proofreading.

Though we try to keep the stories consistent in the font sizes and margins, it’s OK to make adjustments to the font sizes and margins if it makes the layout more appealing.  The point is to give the child a finished work that they can be proud of.

