Timeline Instructions

Using the Timeline Template in Excel:

· To add an event box, copy and paste the box you need - note that some boxes are to the left and others are to the right

· To move a text box, click the box and drag it to the new location.

· To move a connector line, click the line and drag the yellow diamond to the new location.

· To change a date on the timeline, click the cell that contains the date and type the new date.

· To add text to the box, click inside the box and begin typing.

· To resize a box, click on the text box and then click on the white dot.  Pull the white dot out or up to resize the text box.

· Click on the boxes that read “Name, Date, Core” and type your Name, Date, Core.

