
Connecting Learning to Life

How to Edit the Parent Handout
Please use this document to aid in editing colors used in the parent handout.
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Achievement Levels Table

1. Zoom to about 300% or so to make selections easier.
2. Select the Text Box. Be sure your cursor becomes a white pointer arrow in front of a simple, black compass rose. You may have to hover over the outside edges of the text box in line with the anchor points to make sure that you aren’t clicking into the text box to edit text.
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3. Send to Back (Right-click > Order > Send to Back  button)
4. The color fills should come to the front.
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5. Select the grouped color fills and Right-click > Grouping > Ungroup. You may have to do this more than once. Be sure to NOT click away from your selection until everything is completely ungrouped. You will know when the “Ungroup” function is grayed out.
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6. Select each circle individually and change the colors to your specifications. Please note that the circles have a white 3pt. stroke.

7. Holding the Shift key, select each individual gradient rectangle and change the colors to your specifications.
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8. [image: image6.png]


Format Tab > Shape Styles Palette > click the Advanced Tools icon.






Format Auto Shape dialog box > Colors and Lines > Fills > click “Fill Effects…” button
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Change Color 1. To get to the color picker: Fill Effects > Gradient > Color 1: drop down menu > select “More colors…”
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10. Color 2 should remain white to achieve the gradient
11. Holding the shift key, click each gradient rectangle to select. Format Tab > Arrange palette > Group button > select “group”
12.  Holding the shift key, click each circle to select. Format Tab > Arrange palette > Group button > select “group”.  
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Bring to Front.  (Right-clicking to access the options is tricky here. It’s safer to use the Tabs and Palettes.)
14. Group the circles and the gradient rectangles. Send to Back.

15. Now you should be able to edit the text as you see fit.
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Paragraph Border Style on Cover page 
(appears a s turquoise line)

1. Place your cursor in the paragraph that reads
 “ . . . students are on the path! . . . “

2. From the Paragraph Palette, select the “Borders and Shading” option.

3. Clear any existing formatting by selecting “None” under “Setting:”

4. Select the desired color and/or stroke weight
5. Click the “bottom border” button, ensuring that it is selected.
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