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How to use (and change) the word template?

Open a new document, from the template list choose the template with the name Asterics_eu and click OK. Please note that the template has to be copied in the specific windows map to be able to use it.

Copy the template file in the map: C:\Users\[name]\AppData\Roaming\Microsoft\Templates 

Please use for making up your document with style the predesigned H1, H2, H3, H4, H5 and the normal paragraph elements from the toolbar.

The mandatory font for titling is the Century Gothic and for paragraphs and plain texts the Calibri. See below the style used in this elements. 
Heading 1 

Century Gothic font, bold, 18pt bold RGB 195,33,40

Heading 2

Century Gothic font, bold, 16pt bold RGB 192,80,77

Heading 3

Century Gothic font, bold, 14pt bold RGB 192,80,77

Heading 4

Century Gothic font, bold, 12pt bold, italic, RGB 192,80,77

Heading 5

Century Gothic font, bold, 12pt bold, italic, RGB 0,0,0
There are two different kind of plain texts, one is with gap and the other is without gap, both can be used in de documents.

Please use for other elements like shapes, charts etc the color scheme mentioned before by the fonts.
If you see  an error message in het header on page 2: "Error! No text of specified style in document, it means that you dont have a Header1 Title specified.
How to use (and change) the Powerpoint template?

Open a new document, from the template list choose the template with the name Asterics_eu and click OK. Please note that the template has to be copied in the specific windows map to be able to use it.

Copy the template file in the map: C:\Users\[name]\AppData\Roaming\Microsoft\Templates
If you would like to change the footer of the Slides, than you have to go to the menu View and open the Slide Master View menu. Than go to Insert -> Header and Footer change what you want to change and click Apply to All.

Don’t forget to close Master View when you finished editing the Master Slide.



