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Dear Teacher/Class Rep,

Below are the instructions to edit your class pages.  Since it is free style for your class pages, we provide you an option to pick one of the four templates, or create a different one on your own.

To use of one of the four templates:

1. Please choose the desired format you would like to present in the yearbook.

2. Choose one template from 1 to 4 based on the number of students in your class.

3. You can design the title “Class Name & Teacher Name 2019-2020”.

4. On the top right corner, please replace “Class_Name_initial” to C1A, M1 etc.

5. When you insert the Teacher/students photos, please adjust them to appropriate size within the table.

6. On each template, they have maximum rows and columns designed for each template, so when you pick the template when there are not enough students showed on the table, you can delete ROW/COLUMN.  However, you cannot ADD additional row/column. 

7. You can insert some images as spaces allowed, but please make sure the layout is not too crowded.

8. You can design the font on the names.

9. If you open the template using Google Doc, the format might be slightly different from Window MS Word.

尊敬的老師/家長代表，
以下是編輯課程頁面的說明。由於它是班級頁面的免費樣式，因此我們為您提供了選擇四個模板之一的選項，也可以自己創建一個模板。
要使用四個模板之一：
1.請選擇您想要在年鑑中呈現的格式。
2.根據班級學生人數從1到4中選擇一個模板。
3.您可以設計標題“班級和教師姓名2019-2020”。
4.在右上角，請將“ Class_Name_initial”替換為C1A，M1等。
5.當您插入教師/學生的照片時，請在表格中將它們調整為合適的尺寸。
6.在每個模板上，它們為每個模板設計了最大的行和列，因此，當表上顯示的學生不足時，選擇模板時，可以刪除ROW / COLUMN。但是，您不能添加其他行/列。
7.您可以在允許的空格處插入一些圖像，但是請確保佈局不會太擁擠。
8.您可以在名稱上設計字體。
9.如果使用Google Doc打開模板，則格式可能與Window MS Word略有不同。
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