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CKC’s editable template will help you more easily record and save the information you want to remember to share about each item you are uploading to CKC’s Community Collection.  When you begin to upload your items and stories to the collection, you can just copy the text from this document into the record you are creating for each item online.

We’ve prepopulated several pages of this template. If you need more pages for your items, you can create them by following these instructions.

1. First, select the table on the first page and copy it. 
a. To copy, right click or control click on a Mac and choose copy, or choose Control + on a PC or Command + C on a Mac
2. Then, navigate to the last page and place your cursor underneath the table.
3. Then go to Insert > Page break to create a new page
4. On the new page, paste the table you copied.
a. To paste, right click or control click on a Mac and choose paste, or choose Control + P on a PC or Command + P on a Mac
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