Using ITS Troupe Logo Templates in Word

Examples of ITS Troupe Logos:
[image: ]
[image: ]






Which files to use?
-3.5x3.5 or 3.5x1.5 files: smaller sized print projects (programs, name tags, etc.) and embroidery. These  
  can also be used for social media images.
-11x11 or 17x11 files: Larger print projects (banners, posters, etc.)
 
Requirements:
-Use only Calibri Bold for the text.
-Do not change the color or position of the text.
-Do not change size of the text.
-Capitalize the first letter of each word. No CAPSLOCK.
-Do not change wording or order of words in the text.
-Only add in the information contained in []. No other information may be added. No information may 
  be subtracted.
-Each editable line has a maximum of 39 characters (including spaces). You may choose to abbreviate 
  your state/territory (ex. OH, WV) or school name.

How to use:
-Open file in Word.
  * If file opens as “Read Only,” go to “file” and “save” a copy on your computer, then open saved  
      file.
-Type in your State, School Name, and troupe number.
-Go to “file” and “save.”

Before copy and pasting logo group into a new Word doc:
-Open or create the new Word doc and go to “file.”
-Click “options.”
-Click “advanced.”
-Scroll down to “image size and quality.”
-Check the box next to “do not compress images in file.”
-Click “ok.”
-This will keep the logo in the best quality as possible.



Logos for Light Backgrounds:
To copy and paste logo into new Word doc:
-Open saved logo word doc.
-Go to “Select” and click “select all.”
-Right click and select “cut.”
-Go to “Paste” in the home menu and select “paste special.”
-From the pop-up menu select “Picture (Windows (or Enhanced) Metafile) and click “ok.”
-You can now select the logo picture and copy and paste into a new word doc.

To save a png file, for use on the web:
-Follow instructions above, “to copy and paste logo into new Word doc.”
Option 1
-After pasting the logo as a “Picture (Windows (or Enhanced) Metafile), right click on the logo and click 
  “save as picture” from the pop-up menu.
-Name the file and select a location to save.
-Select “Portable Network Graphic file (PNG)” from the “save as type” dropdown menu, then click “Save.”
Option 2
Take a screen shot of the logo after pasting into the new Word doc:
- PC: “Snipping Tool”
- Select the Start (Window) button bottom left, 
- Type “snipping tool” in the search box on the taskbar, and then select “Snipping Tool” from the 
   list of results.
- In the tool, click on “New,” then click and drag cursor around the logo.
- Click “file” and “save as,” then name and save the file as instructed in Option 1.

- Mac, hit Command+Shift+4 on your keyboard, then click and drag cursor around the logo. Save in 
  desired location.

To save a jpeg:
-Follow instructions for “Option 2, but select “JPEG file interchange format” from “save as type” dropdown menu.

To save a stand-alone version of the logo for embroidery, large printing, and use in other programs:
-Go to “file.”
-Click “save as pdf.”
-Choose desired location and hit “save.”
 
Logos for Dark Backgrounds:
To copy and paste logo into new Word doc:
-Open saved logo word doc.
-Click on the Thespian faces to select the logo. (You do not want the black background selected.)
-Right click and select “cut.”
-Go to “Paste” in the home menu and select “paste special.”
-From the pop-up menu select “Picture (PNG) and click “ok.” (the png will have no background color
-You can now select the logo picture and copy and paste into a new word doc.

To save a png file, for use on the web:
Option 1
-Open saved logo word doc.
-Go to “Select” and click “select all.”
-Right click and select “cut.”
-Go to “Paste” in the home menu and select “paste special.”
-Right click on the logo and click “save as picture” from the pop-up menu.
-Name the file and select a location to save.
-Select “Portable Network Graphic file (PNG)” from the “save as type” dropdown menu, then click “Save.”
Option 2
Take a screen shot of the logo after pasting into the new Word doc:
- PC: “Snipping Tool”
- Select the Start (Window) button bottom left, 
- Type “snipping tool” in the search box on the taskbar, and then select “Snipping Tool” from the 
   list of results.
- In the tool, click on “New,” then click and drag cursor around the logo.
- Click “file” and “save as,” then name and save the file as instructed in Option 1.

- Mac, hit Command+Shift+4 on your keyboard, then click and drag cursor around the logo. Save in 
  desired location.

To save a jpeg:
-Follow instructions for “Option 2, but select “JPEG file interchange format” from “save as type” dropdown menu.

To save a stand-alone version of the logo for embroidery, large printing, and use in other programs:
-Go to “file.”
-Click “save as pdf.”
-Choose desired location and hit “save.”
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