Under the Linden Tree
Typist Guidelines

Download the template

· Go to the Linden Tree website @gwslindentree.org, and click on ‘Volunteer’.

· Click on the link to download the ‘Typist Template’ to your computer.

· Font styles, sizes, and other format attributes are embedded in the example document contained in the template. You don’t have to set up anything.

Type over the template document

· We have a policy of publishing all pieces as submitted, leaving the editing up to the child and their parent or guardian. Do not correct misspelled words, punctuation errors or anything else. Try to type it exactly as the child has written it. This can be hard to do, but is very important. See the attached ‘example submission’ for more details.

· Select the title in the template and type the new title. Your typing will replace the title of the example. Select (or highlight) by clicking 3-4 times quickly on any part of the title, or use any other method you prefer.

· If the title (or author’s name) is written differently on the submission form and on the original, go with the original.

· Select the main part (body) of the story or poem, and type the new submission, duplicating the original’s format, spelling, capitalization etc. as closely as possible. Select (highlight) by placing your mouse pointer anywhere in the body, and quickly clicking 3-4 times.

· Select the line for the author’s name, and then the grade, by quickly clicking 3-4 times, and enter the new information. Double-check the spelling of the name.

· Don’t add spaces between the title and body of the submission, or between the end of the story and the name. Just select and type over what is there.

Paragraphs
· Keep the format of paragraphs at flush left (no indentation), just like the template.

· Double-space (leave one blank line) between paragraphs.

· If the author does not indicate paragraphs, do not create them. We don’t do any editing of the original documents.

· If your document is longer than one page, continue to type. Microsoft Word will create a second page automatically, with all of the preferences of the original document.

· All documents except poetry will follow the paragraph format.
Poems
· Enter the poem exactly as the author has written it; the format of the poem is part of the poetry.

· If the poem is flush left, use the template, but if the poem is centered, please center it as the writer intended. Center the title and body of the poem, but not the author/grade. 

· If it is double-spaced, or if there is spacing between letters etc., please reproduce this as well. If the author single-spaces their poem then you should single-space it.
Save each submission individually
· Use this tracking code:

Grade number/first 4 letters of last name/first 2 letters of first name

· Use all lowercase letters for the name.

· Use capital K for kindergarten and capital PK for pre-kindergarten.

· If there are two pieces from the same author, then add a 1 or 2 at the end of the code to differentiate them. Don’t add a number at the end if there is only one piece.

· Example:  Jane Mansfield, 2nd grade:

Code:   2mansja

     
       - 2 (for 2nd grade)

       - mans (first 4 letters of last name)

 
       - ja (first 2 letters of first name)

· If she has submitted two works then:

Code:   2mansja1  and  2mansja2

 - the first number is her grade

 - the last numbers represent the number of pieces

Save the files to a disk

· Create a folder on your computer for the submissions you are typing.

· When you are done with all the submissions, insert the provided disk into your computer.

· Drag the ‘folder icon’ over and drop it into the ‘disk icon’, and then follow your system’s instructions for burning a disk.

· If you can’t burn a disk, you can e-mail the file to underthelindentree@yahoo.com. You should attach it as a file, saved in MS Word. Sometimes, however, there can be problems opening files using different operating systems, or with the e-mail address handling large files. Call or e-mail the contact person pasted in the front of the Typist’s Binder to work out any bugs, if you would prefer to e-mail. Make sure they know you will be e-mailing.

· When you are done typing, call or e-mail your contact to let them know. Arrange how to return the binder and disk to them. Options include the Linden Tree mailbox in the school office, the contact’s house, or the contact picking it up from you. Days can be lost at this step, so if you’re finished, please try to return it quickly.

Template attributes (If you use the template, you needn’t worry about any of this.)

· Font: ‘Lucida Sans demibold’ (title & name/grade) and ‘Lucida Sans’ (body)

· Font size/style: 18 pt italic for title; 12 pt plain for body; 12 pt italic for name/grade

· Double-space (one blank line) between title and body

· Double-space (one blank line) between paragraphs

· Triple-space (two blank lines) between end of piece and name of author

· Margins are set at: 1” top & bottom; 1.25” left & right; and 1” header & footer

· There is no justification of type

· No widows and orphans

· No borders
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