

Writing Family History Templates:  Very Basic Notes For Alterations 


For those of you who are familiar with using templates, redesigning etc then these notes will be superfluous! However, for those of you who would like a little help I have attached these notes that are based on the mistakes I made when I first started using templates


The very, very first thing you MUST do after you have downloaded the template, is to hit the Save As option (Menu-File-Save As). This will make your working document separate from your original downloaded file


This style of family history template (Pen Portrait) is best used for quick reference or sharing with family members. 


Pen Portraits also lend themselves to form the basis for scrap booking, (either digital of traditional)


Give your file a unique name for ease of finding. Naming everything Pen Portrait #1 Pen Portrait #2, doesn’t work


You can change the font, text size, colours etc by clicking on the area that you want to alter.


 If you make a mistake remember there is a “return” arrow on your tool bar or, if all else fails you have your clean, downloaded file to fall back on!


The text boxes can also be used for inserting images/photos. It’s a good idea to collate your pen portraits into family groupings. I use individual folders that have a slide on plastic clip which allows me to easily add more pages. See below.


I have added text to the template as a guide only which you can highlight then delete before adding your own history


Click on the image to highlight. Then right click on your mouse to delete object


Highlighting text will bring up the text toolbar. This allows you to change font & color


The toolbar also has options to change the box line size or if you tick the “:no line” it will remove the line altogether. 


The little paint box icon is a color filler for your text box. NB: Adding color may reduce the visibility of your text.


It is actually easier to use the “trial and error” approach then it is to learn by reading these notes!











