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Many times, particularly with all the paperwork required for keeping home schooling records, one form may need to be filled out repeatedly such as a report card.  Microsoft ® Word has a feature which allows just that capability.  A skeleton form can be created and saved on your computer in a special area.  Later, any time you need to fill out a report card, for instance, you can simply open the skeleton form, fill it out, and then save it to wherever you want to save it.  Since the skeleton (Word refers to it as a template) form is stored in a special place, you will not accidentally overwrite it.
We have created a few templates for commonly used SCA forms.  Following are the descriptions for how to use the template forms.
The template needs to be saved into your 'templates' directory on your computer.  The default template directory is different for every computer.  You can find the directory by opening Word and going to the Tools menu item.  From there, press the Options sub-menu item.  At this point, you should have a menu full of tabs.  Press the FileLocations tab on that menu.  That will list a bunch of different file locations.  The 'user templates' will be the place you want to save each template.  On our computer, the directory is
C:\Documents and Settings\Linda\Application Data\Microsoft\Templates
Once the template is stored there, every time you start Word, you can create a new report card by clicking File-New.  Then, you should get a 'New Document' tool bar on the right side of the display.  If you look down the choices, there is one that says 'New from template'.  Under that heading, one item will say 'General Templates'.  Press that.  When you press that, you should see a list of all the 'general templates' you have, and the new report card template should be one of the choices.
