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Note
About the template:

Users can output this page to overhead trannies on their black and white printer. Note that your ability to save an edited file depends on which "grade" of Acrobat software you have. Acrobat Reader does not allow you to re-save this file. But you can generate printouts from this file. You will need Acrobat Standard or Acrobat Professional to allow archiving of your output. Goto www.adobe.com for more information about the Acrobat products.

You just click in the area you need changed to make edits. This template has three columns:

The left column is for alphabetical names formatted: "Lastname, First Initial" or "Lastname, Firstname". Titles (Mr, Dr, Ms) should not be used. Normally, periods are not used for the first name to minimize clutter.

There are two columns for the room designator. One is for the typical room number. An additional column is included for areas that need to indicate sub-rooms in larger areas. You needn't use the last field, but it provides for cleaner formatting.

Paste listings from your spread sheet in the appropriate column. You may need to insert manual carriage returns to get desired formatting. 

The top portion of the page will need to be trimmed before insertion into the directory. Use a post-it note to "grip" the outdated insert and gently pull.

Click the top right x to close this window...
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	Staff Listing Area 1: Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
	Room Number 1: W2-040
E2-010
L2-004
1-007
2-003

	Letter 1: C

D

	Staff Listing Area 2: Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
	Room Number 2: W2-040
E2-010
L2-004
1-007
2-003

	Letter 2: C

D

	Staff Listing Area 3: Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
	Room Number 3: W2-040
E2-010
L2-004
1-007
2-003

	Letter 3: C

D

	Staff Listing Area 4: Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
	Room Number 4: W2-040
E2-010
L2-004
1-007
2-003

	Letter 4: C

D

	Staff Listing Area 5: Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
Lastname, F
	Room Number 5: W2-040
E2-010
L2-004
1-007
2-003

	Letter 5: C

D



