El Camino Real Chapter of the Texas Master Naturalist Program
The Nature of Milam County Project

Common Name TNR 18 bold underlined
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Family Genus species ( all 11pt Bold, Genus and Species italics, species lower case)

Insert Primary Picture, size to fit 
After inserting and sizing, set picture Formatting Layout wrapping options to “square” and generally “Lock anchor” is unchecked and “Move with text” is checked, in Advanced Settings.  If you build your document text and pictures in sequence as you go, then photos etc. should not jump around on you.   If they do, just re drag where you want them.  You can try to lock in positions by checking “Lock anchor” and unchecking “Move with text”.  Final formatting may take some trial and error.
All Headings like this in TNR 11, bold

Headings may be a separate line by themselves for emphasis as above, or as part of the paragraph as below – use as appropriate.  All paragraph text is Time New Roman, 11 point. 
Overall Page Layout:  This document Page Layout is set to a two column format.  It is not a Table. Text will flow from one column to the next as you insert information, however, pictures sometimes do not automatically flow to next column.  Everything will overflow automatically to a second page as needed.  If you think your species pages will look better formatted in a single column (for big tables, etc.), then go to Page Layout and do so.  Be consistent for your nature section.
Top Header: The top header lines should not be changed for El Camino Real… / Milam County etc. TNR 9 pt.
Bottom Footer: The bottom footer can be edited from this template, or create your own using the same format. Left justify the “Updated date, by name” The “Page x of y” can be deleted on one page documents if you wish, or it will automatically calculate page numbers on multiple page documents.  TNR 9 pt.
[image: image2.jpg]


Annotating photos: Annotation shown at left was done by drawing in a text box on top of the picture, setting transparency to 100%, setting line color to none, font TNR 9pt, and a font color that shows good.  I also suggest then selecting both the picture and the text box, and “Grouping” them in case you move it around.  Of course, you can also just insert a 9pt caption line below the picture, as shown here, using a text box with “no line color”, and group them.
Milam locations map:  If desired or useful, place any where wanted.  Use “Group / Ungroup” to keep dots on map when moving.
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Sample Table: easily overlapping to next column, or page.
	Column 1 Hdg
	Col 2
	Col3
	Col4

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Sources for this article and for further research include:

· Wikipedia

· Handbook of Texas Online

· Virginia Department of Forestry

Photo by someone.





Photo by someone.
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