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Guide to using templates

Using the templates makes it easy for you to use our brand consistently and helps build our brand. It means that we all use the same fonts,
text size, colours and styles, such as headings and bullets.

Have a look at the brand book for more information about the brand and fonts.

First step is to download the templates from the Brand Hub.

Word templates

Saving the standard document and letter templates

Open the file you downloaded and click Enable Editing.
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Next save the file:

Click File — Save As

Then select the location: This PC - More Options - Documents - Custom Templates
And name the file: RCOT standard

T B Documents

(e Sites-RCOT
Thea HeahyBreet couk

Personl

R Type here to search

In the file type box select Word Template (*. dotx) from the drop-down list.

This stops you overwriting the template each time you use it.
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RCOT Letterhead Standard_v2 - Saved ta this PC Jo
T [ Documents > Custom Office Templates
@ Recent
RCOT Letterhead Standard_v2
RCOT Word Template (".dotx)
ore options...

OneDrive - RCOT
jo.colton@rcot.co.uk [ New Folder

Sites - RCOT

Name
jo.colton@reot.co.uk T

Other locations

‘ E‘;' This PC ‘ [:_—I Custom Office Templates

@ Add a Place \E RCOT Letterhead Standard_v2

= Browse =

AT Commdned Wined Pimmimsmms Tamamlnba Tacs

Click on more options
Then tick the Save Thumbnail option
And Save.

“a VINGOWS (LY
A Nebwnrk “f< 24

[FIELERLCMIRC OT standard ~

Save astype: Word Template

Authors: TheaHealy Tags: Addatag

[ Save Thumbnail

~ Hide Folders Tools ~ Cancel

This means the new template will appear as a thumbnail for easy access when you next want to create a new document using File > New.
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Using the standard document template
This is the template for creating a standard word document and sets out options for basic style elements such as headings, bullets, tables,
page numbers and footers.

The header with logo is included but you can remove this by clicking into the header and deleting it. You can also remove the footer and page
numbers if not required.

The template shows you the style elements you can apply such as size of heading, type of bullet, style of table etc.
If your document is more than one page, the continuation logo will appear as in this document. You can delete this by clicking into the header.

Opening and using your word templates

Go to File > New
The first time you open the templates you'll need to go to Personal

After that they should appear along the top. This does depend on how many templates you regularly use, but if they are not in the top row you’ll
find them under Personal.
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® New

{1} Home

= Open

Info.
Blank document

Save

Save As

RCOT Letterhead RCOT standard

Blank document
Save as Adobe

PDF

Print Aa
Share
Export

Transfarm

Close
Single spaced (blank)
Account

Office Personal

More...

When you go into the template you can start typing and delete the text showing the various styles. While you familiarise yourself with these
styles you may find it helpful to keep the text and delete after you no longer require style options or have finished your document.
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Applying text styles

For text styles, you can apply these by highlighting the text or heading and clicking on the Styles pane at the top of the screen for options for
size of heading, bullet etc.

File Home Insert Draw Design Layout References Mailings Review View Hel =2 Comments
2Rl w s kame s EEEE A
Daste B u . 2 A |ﬂ = =~ « Bullet,Bullet Mo Spacing  Normal,Norma ~ jting | Dictate Editor Reuse
- ‘_J U~a x x A~ Y= &L B = v Files
Undo | Clipboard s Font [ Faragraph o] Styles 5] Voice | Sensitivity  Editor  Reuse Files
Jo Colton e [9 -
= Comments
+ BulletBullet  No Spacing  Mormal,Norma 1. Number bul Heading 1, litor
£ Heading 2,He Heading 3 Hea Heading 4 Mumber bullet, Number bullet - RCOT | ditor
Heading 7 Heading 8 Heading 9 T|t|e,T|T Subtitle, Sut
Subtle Empha: Emphasis  Intense Emph: Strong Quote
Intense Quote SUBTLE REFER Intense Refer  Book Title  List Paragraph

A+ Create a Style
i56'> Clear Formatting

AA) Apply Styles...

You will see other styles included in addition to the RCOT styles as these are fixed and cannot be removed. Please only use the RCOT styles

set out in the template.
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Table styles

For a table, create a table in the usual way by using Insert Table. Highlight your table and select the Table Design tab in the Table Styles
pane at the top of the screen to select and apply the style you require.

File Home Insert Draw Design Layout References Mailings Review Wiew Help Table Design  Layout

Header Row First Column <1‘:' | T |
_______________ — w R —_—— W
U Total Row [J Last Column — Shading Border s pt Borders Border

Banded Rows [ Banded Columns hd Styles ~ z Pen Colar ~ v Painter
Table Style Options Table Styles Borders ]
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Branches
Top right corner

Logo
Top left corner

Style setting
Title - RCOT’

Style setting

‘Heading 1 - RCOT’

Branches document - guide to setting styles

v
R Royal College of Children
— Occupational young psople
oT Therapists and families
—— > Title bold - 20pt

Subtitle - 14pt

— > Heading 1 - 14pt
Body text body text - 11pt

Heading 2 - 11pt <
Body text body text - 11pt

Heading 3 - 11pt
Body text body text - 11pt

Style setting ————>  Bullets
‘Bullet - RCOT’ « Bullet1
— Bullet2
- Bullet3
Style setting ——»  Numbered bullets
‘Number bullet - RCOT’ 1. Bullet1
a. Bullet
i. Bullet
Table design ————>  Table plain
‘Table plain’
Table design —»  Table no border
‘Table no border’
Table design >
‘Table colour’
Footer —————p 21 January 2022 1

Auto date and page no.

Home Insert Draw

L“‘V ('L Arial

How to set a style
1. Open the Styles pane
Home > Styles pane icon
2. Highlight your desired text
3. Within the Styles pane,
select the desired formatting

Style setting
‘Heading 2 - RCOT’

- Set in 11pt bold, RCOT dark teal

Within the Styles pane, select
styles in use to highlight those
styles used in the document.

Acrobat Table Design

How to set a table design * Title - RCOT

1. Select the table
2. Select the Table Design tab
3. Highlight the whole table

4. Within theTable Design pane,

select the desired formatting

Layout

References Review View Developer »

=

Styles  Styles

Design  Layout Mailings

q

—— How to open Styles pane
Home tab > Styles pane icon

e o Apply a style:
Clear Formatting
« Bullet,Bullet - RCOT
Normal Normal - RCOT
1. Number bullet, Number bullet - RCOT
Heading 1,Heading 1 - RCOT
Heading 2,Heading 2 - RCOT
Heading 3,Heading 3 - RCOT
Title,Title - RCOT
Subtitle,Subtitle - RCOT

Footer,Footer - RCOT

Recommended
g List v Styles in use

In current document

All styles

We have set a few specific styles for

RCOT standard word documents, For
consistency, please use these styles:
¢ Heading 1 - RCOT

¢ Heading 2 - RCOT

¢ Heading 3 - RCOT

¢ Subtitle - RCOT

* Normal - RCOT (body text)
¢ Bullet- RCOT

* Number bullet - RCOT

¢ Footer - RCOT
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Using the letterhead template
The text boxes set where the address, date and recipient’s name need to go. Don’t move these boxes, they ensure the text is lined up with the

logo.
You can include a heading or subject, if you don’t want to just delete the text.
You can apply the same styles that are in the standard document.

Delete the Latin sample text included as a guide and add your own text.

If your letter is longer than one page, the continuation logo will automatically appear if you click onto the next page and carry on writing your
letter.
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PowerPoint

Saving the template
Open the file you downloaded and click on Enable Editing.

N e ) e e N T
i O Search thissite Downloads B a - 2 ENd
@a Standard PPT template (1)pptx ~

B opentie @ & Share]
() i
RCOT Letterhead Standard_Template (1).doc
+ New v & Sendto v < Promote 5 Pagedetais [} Immersive Reader [E Analytics L [t 2 o Edt
= Standard Word document template.dotx
) @5 RCOT Letternead Standard Tempiate.cocx B opentic
@ ROOTLet RCOT Letterhead Standard_Template.doo
B ROTLet te docx =
@2 RCOT Letterhead Standard-Wales_Template.doo See more
© 1§ Standard PPT template.pptx @ Thes
k4 Standard word document tempiate guide.paf
@ Sanderd Word document templatedotx Sameae
4-Message-to-Colleagues--Brand-Hub-—why-brand-matters-Untitled-MPEG-4...
e

To save the PPT template onto your computer, use Save As and select PowerPoint template (.potx) as the file type.
This should mean that the template will be automatically saved in Custom Office Templates.

But double check — that they are saved in the right place (see details under Saving Word document)
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Using the template

To use the PPT template for a new presentation, click File > New
The first time you use it you'll need to go to Personal to find it

New

Standard PPT template (1)
Blank Presentation Welcome ta PowerPaint

Office  |Personal|

Standard PPT template (1)

After that it should appear in the top row — if it doesn’t you'll always find it under Personal.
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RCOT standard PPT template - an
Blank Presentation TESTI23 Future forward Colc
Office Personal
Search for online templates and themes el

Suggested searches:  Presentations  Themes Education Charts  Diagrams  Business Infographics

The template document gives you branch title, agenda and section slides as well as + HL s swe s newrs menew v nop |
- . - . . . ayout ~ A — — e |

a variety of different slide options for text and images. Select the most appropriate 0| @R;t S A Le)

slides for your content. For example, some slide layouts have more space to e | s P secion- | © L Y S ® M AL A ES=S I

accommodate text heavy content. Other slides work better when you have less text. s = T UE0NR . ™ ST cndten . Twere | praeriene
Where possible, try and avoid using too much text — less can be more with
presentations!

Eastern Title Pic

Older people Title
Pic

Trauma &

To find and insert the relevant branch name title slide, click on New Slide. There are
two title slide options — with the hero O graphic and plain.

Northern Ireland tern  Scottish Nerthern South East Title
Title Pic Yorkshire Title Pic Title Pic Pic

As well as using the selection given in the template you can also insert additional
slides by clicking on New Slide and then the slide you want.

South West Title

More guidance and tips are included in the PPT template. Remember to delete the o [ehe [
guidance slide and any others you don’t use when you’ve finished. Refer to the brand
book for guidance including using the illustrations and photography.

e Slide Darl pendent
practice Title

Major health gica r people Titl pl
conditions Title practice Title learning disabitil... musculoskeletal ...



