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This presentation, designed for students of grades 3-9, can be used as an introduction to a unit on primates or to introduce a certain group of primates (such as monkeys or apes). Although the presentation as designed is most appropriate for grades 3-9, you may adapt text or format, or hide slides as necessary to adapt the presentation to a wider range of ages.

Using this script, you can present this PowerPoint for your students, or have students work together to present the PowerPoint to the rest of the class. The entire presentation will take approximately 45 minutes. You and your students can consult Woodland Park Zoo’s Animal Fact Sheets for more information on the animals in this PowerPoint (www.zoo.org).

The images included in this PowerPoint are intended for use as a part of this presentation only. You may print handouts of this PowerPoint to distribute to your students. The images in this presentation may not be reproduced in any way or used in another publication (other than student handouts) without written permission from the owners of the images. See the last slide of the PowerPoint for image credits.
View show: To run the PowerPoint presentation, first go to the Slide Show menu and then click on From Beginning.

Hide slides: To hide specific slides so that they are not displayed when you run the PowerPoint presentation, first go to the “slide sorter” view by clicking on Slide Sorter under the View menu.  Select the slide you wish to hide by clicking on it.  Then, from the Slide Show menu, click on Hide Slide. 

Print a handout master: To print a handout master to accompany the presentation, click on Print under the File menu. Rather than Full Page Slides, choose Handouts – 6 Slides Horizontal or Handouts - 3 slides.  Handouts with three slides per page provide students with lines to the right of each slide to take notes, but handouts with six slides per page use less paper

Adapt text: To change existing text, highlight the text you wish to change and type in your changes. To insert a new text box, go to “Insert” on the main tool bar and click on “text box.”  Then use the mouse to select the area on the slide where you would like to insert the text.  Once you select the area, type in the information you would like to add.

Save your changes: Note that you will need to save altered presentations to a hard drive or burn them to a disk for future use.
PRIMATES
Slide 1: Primates
Slide 2: Primates – Taxonomy and Distribution

Slide 3: Mammal Taxonomy
· Today we are going to learn about a group of animals called primates (order: primates). 
· This slide shows the taxonomy of mammals that currently exist on earth. Again, taxonomists rarely agree 100%: some current taxonomic research indicates that marsupials and placental mammals are more closely related to each other than they are to monotremes; other research indicates that monotremes and marsupials are more closely related to each other than either group is to placental mammals. New relationships between existing mammals are continually revealed as more paleontology and genetic research is conducted.

· The colors represented here indicate current taxonomic relationships—Monotremes in green, Marsupials in blue, and placental mammals in yellows/oranges/reds. This list uses common names for animals that make up each order rather than the scientific names of the order. The numbers of species in each order are listed in parentheses. There are now more placental mammals on earth than other types of mammals, but this wasn’t the case prehistorically when many species of different types of mammals existed.
· Note the high diversity of species within some mammal orders – such as rodents and bats – and the low diversity of species in other groups – such as the aardvark and elephants. Primates fall somewhere in the middle with anywhere from 230 to 330 species.
· Due to the theorized relationship of humans to other primates, species in this order of animals have been studied more than probably any other species in the world. For this reason when one examines a variety of resources, one is apt to find many different classification and evolutionary models and information on numbers and names of species. For example: Primate Taxonomy
 puts the number of species at 330, Walker’s Mammals of the World 
 lists 233 species, The Amazing World of Lemurs, Monkeys, and Apes
 has 271 species listed and Eye Witness Books: Gorillas
 says the number of primate species is “over 180.”
Slide 4: Primate Distribution
· Primates are found in approximately 92 countries around the world. Non-human primates are found mostly in tropical regions on every continent except Australia and Antarctica. 
Slide 5: Primates – evolutionary model
· There are many models of primate evolution and numerous suggestions have been made regarding the possible routes taken by the ancestors of modern species. This diagram illustrates one evolutionary model. One of the important things to note from this model is the relationship of Homo sapiens to other primates. Darwin’s theory of evolution has often been misunderstood. People have taken his theory to mean that “man” was descended from apes. Rather, his theory proposes that Homo sapiens are descended from the same line (“stock”) as other primates and in the distant past we may have shared a common ancestor.

· Some important points on the theory of evolution:

· Humans did not evolve from apes, but instead, humans share a common ancestor with apes. 

· The more similar two organisms are with respect to genetic makeup, the more recently they diverged from a common ancestor. 

· While physical characteristics can be helpful in determining classifications of organisms, not all physical similarities indicate an evolutionary relationship between organisms. Sometimes physical similarities exist between unrelated organisms because the characteristic shares a similar function (e.g. bat, insect, and bird wings) or developed in an unrelated, but similar way. 

· DNA is the blueprint of life. It is a large polymer that contains information encoded in sequences of amino acids. The particular sequence of this information in an individual is what makes an individual unique.

Slide 6: General Characteristics

· Over time primates developed the “all important” thumb. This adaptation has made a significant difference in the ability of primates to grasp such things as branches and food, manipulate objects, and utilize tools. In almost all primates (except for humans) the first digit of the hind feet is opposable as well, thereby increasing the dexterity of these animals.

· Many, though not all, primates are social animals. Orangutans are mainly solitary, except when they come together for breeding or in the cases of mother-infant pairs. Other species, such as gorillas and colobus monkeys are highly social and live in family groups. Species spending significant amounts of time on the ground tend to live in larger social groups (generally called troops). Baboons, for example, inhabit open woodlands, savannas, grasslands and rocky hillsides and are generally found in troops of approximately 100 individuals. One sleeping group of 750 animals was observed.
 Larger social groups are important to terrestrial primates because they provide more eyes to watch for predators. 

· Most species of primates live in tropical regions and the majority of them inhabit the treetops of forested areas part or all of the time. Many of the important general characteristics of primates developed as early primates began to live more arboreal existences. Primates are generally omnivorous, eating anything from leaves and fruit to insects and small vertebrates. Some coastal species of baboons even eat mollusks and other marine animals. Chimpanzees sometimes stalk, kill and eat baboons and other monkeys. 

· Primates’ color vision allows the animals to select ripe fruit not only by smell but also by color. Furthermore, simply locating fruit in the dense forests is made easier when the colorful fruit can be easily distinguished from the green leafy surroundings.

Photo: Debrazza’s guenons
Slide 7: General Characteristics Cont.

· Stereoscopic vision, made possible by the forward facing eyes of primates, allows for the ability to judge distance. This is very important for those animals living high in forest ecosystems where the need to judge distances when jumping between trees is crucial. 

Other characteristics include:

· Generally erect posture (for sitting, leaping, standing, and bipedalism)

· Flexible, general limb structure (allowing for more than one form of movement)

· Decreased reliance on olfaction (sense of smell)
Photo: illustrations of gorilla skull, hand and foot
Slide 8: Primates
· Primate classification is in a constant state of flux. As a result, different resources often illustrate different classification structures. During this presentation we will look at the order primates as it is sometimes divided into three categories: prosimians, monkeys and apes. Monkeys are further divided into New World monkeys and Old World monkeys. The following slides will explore the characteristics of each of these groups. 
Photos: (clockwise from upper left) red ruffed lemur, orangutan, black and white colobus, Goeldi’s monkey
Slide 9: Prosimians (pro - before; simian - monkeys or apes)
· Around 50 million years ago there were significant numbers of prosimians. At that time, prosimians were more widespread than they are today. As newer, more advanced species of primates emerged, many species of prosimians were out-competed for resources. Surviving prosimians are primarily nocturnal, except some species of lemurs, thereby decreasing competition with other primate species. Prosimians have excellent senses of smell and rely on scent-marking to communicate with one another. Their brains are much smaller than monkeys. Lemurs and lorises have dental combs, a dental specialization for grooming, as well as a grooming claw on the second toe.
· Approximately 23 species of lemurs exist today. All species of this family are found only on Madagascar. Lemurs’ have long muzzles so their eye sockets face slightly sideways. This provides them with a wider scope of vision than if their eyes were closer together, but it also means they cannot focus their eyes well on individual objects. The name lemur means “ghost” and is a result of their once unknown behaviors due to an arboreal existence. The smallest known species of lemur is the pygmy mouse lemur weighing as little as one ounce. Compared with an adult male mountain gorilla weighing in at almost 400 pounds, one can see the incredible range of primate sizes.

· Lemurs are a very successful family and fill a wide variety of niches (nocturnal/diurnal, ground-dwelling/tree-dwelling, insectivores/herbivores) and have any number of other adaptations to survival. They are very diversified in their eating, thereby avoiding competition for food resources. For example: gentle lemurs eat primarily bamboo, mongoose lemurs are nectar feeders and aye-ayes feed on grubs (beetle larvae).

· Due to the fact that lemurs are isolated on the island of Madagascar, they are at greater risk than many continental species due to habitat destruction and human encroachment. The lemur subfamily, Megaladapinae, contained animals the size of orangutans. This entire family has disappeared. Today, many lemurs are similar in size to domestic cats. Eight genera and 15 species of lemur have gone extinct in less than 2,000 years since human’s arrival on the island.

· Unlike the lemurs, prosimians found in Asia and Africa are all nocturnal species. The eyes of all these animals are very large, thus allowing in significant amounts of light and enabling the animals to see in the dark. The thumb of many species of prosimians is not as pronounced as it is in higher primates.

· Galagos, also known as bushbabies, are fast-moving, small prosimians. The powerful back legs of the greater galagos allow these animals to cling to vertical branches and leap from place to place. Lesser galagos are also good jumpers. Pottos and lorises are on the other end of the spectrum. They are slow moving animals that move along the branches and do not jump. Tarsiers are found in islands of southeast Asia, including Borneo, Sumatra, some East Indian islands and some Philippine islands. Tarsiers are small prosimians, with long hind limbs and very large eyes—which aids them in their nocturnal hunting of insects and small vertebrates.

Photos: pygmy loris, red ruffed lemur, western tarsier
Slide 10: Monkeys
· Monkeys are primarily diurnal with the exception of one species, which we will discuss later. All monkeys, unlike apes, have some form of tail, although the tails of some species are very difficult to see, as is the case with the Japanese macaque pictured in this slide. Monkeys tend to rely on their sense of sight, unlike the prosimians, which, as was mentioned before, rely heavily on their sense of smell. When moving about in the trees, monkeys usually run along the tops of branches and jump from tree to tree. 
Photos: Japanese macaque, pygmy marmoset
Slide 11: Old World & New World Monkeys

· Monkeys are the only non-human primates inhabiting the “New World.” Found in Mexico and Central and South America, New World monkeys are entirely arboreal. Unlike Old World monkeys, many New World species have prehensile (pre-HEN-suhl) tails. Prehensile means “grasping,” therefore, the monkeys can use their tail to grasp onto branches for added support. Some will even hang by their tails, thus freeing their hands to reach distant fruit or other food. One way to tell the difference between Old World and New World monkeys is to look at the nostrils. New World monkeys have nostrils that are wide apart and sideways facing.

· Old World monkeys are found in Africa and Asia (there are no monkeys on Madagascar). The nostrils of Old World Monkeys are close together and provide a good means for distinguishing between the two groups of monkeys. Old World monkeys do not have prehensile tails and must rely on their hands and feet for grasping. Unlike New World monkeys, most monkeys of Africa and Asia have callused rump patches called ischial callosities or “sitting patches.”  These sitting pads allow the monkeys to sit on branches for long periods of time.
Photos: spider monkey, Debrazza’s guenon
Slide 12: Old World Monkeys

· Old World monkeys are found primarily in rain forests and woodland-grassland areas of Asia and Africa. They are well adapted to life in the trees with broad flat palms and long digits. There are several species that spend a large percentage of their time on the ground such as vervet monkeys, patas monkeys and baboons, all found in the savanna regions of Africa. The hands and feet of more terrestrial species tend to be wider, with shorter digits than those of primarily tree dwelling primates. This hand/foot structure makes the animals better suited for long periods of walking on the ground.

· Lion-tailed macaques, which inhabit tropical forests of India, are almost strictly arboreal in the wild, so much so that they will not cross wide-open spaces. Therefore, when habitat is destroyed, limiting the primates to “islands” in the forest, the macaques will not travel across the forest openings to find food or mates. 

· Patas monkeys are diurnal dwellers of the African savanna. They live in troops consisting of one adult male, four to10 adult females, and their offspring. The male spends most of his time acting as lookout for predators. 

· Japanese macaques (also called red-faced macaques) are often familiar to people due to widely distributed images of them sitting in hot springs surrounded by snow. These monkeys are one of the few species that have expanded their ranges beyond the tropical forests. In fact the northern limit of the Japanese macaques’ range is the northern limit of all non-human primates. The snow in this northern range can sometimes be up to 13 feet (4 meters) deep. In order to keep warm the macaques will often sit on the hill slopes hugging one another or will sit in natural hot springs. The mystery is how they remain warm after getting out of a hot spring! This is something scientists are still trying to figure out.
Photos: (clockwise from upper left) Japanese macaque, black and white colobus, patas monkeys, lion-tailed macaque
Slide 13: New World Monkeys

· New World monkeys lack toughened hind-end pads of skin (ischial callosities) that many Old World monkeys have. Lacking these pads to protect their backsides, New World monkeys tend to adopt a crouching position when at rest in the trees. 

· Pygmy marmosets are the world’s smallest monkeys. Goeldi’s monkeys live in the understory of the tropical rain forest, but not a lot is known about their behavior in the wild.

· The douroucoulis
 (also called night or owl monkeys) are the only nocturnal monkeys in the world. They are also an example of a species that lives in pairs and the male is the primary caregiver to the pair’s offspring. An interesting thing to think about at this point when we have now discussed monkeys and prosimians is periods of activity. The only nocturnal monkey is found in South America where there are no prosimians (or apes). The only diurnal prosimians are found in Madagascar where there are no monkeys. What does this say to you about some primates occupying different niches to avoid competition for resources?
Photos: (clockwise from upper left) spider monkey, Goeldi’s monkey, golden lion tamarin, pygmy marmoset
Slide 14: Apes
· Most zoologists today classify apes into three distinct families: Hylobatidae (lesser apes: gibbons and siamangs), Pongidae (great apes: gorillas, orangutans and chimpanzees) and Hominidae (humans). 

· Apes generally occupy tropical forests and grasslands. The Asian apes are represented by lesser apes and orangutans. The African apes are represented by bonobos, chimpanzees, and gorillas. Apes live in a variety of habitats, from dense primary tropical forests to grasslands. They are found in Africa and Asia only. Ape diets are primarily based on fruits and plants, with insects and small vertebrates often supplementing. Apes play important roles in their habitats as predators and seed dispersers. In fact, studies have shown that chimpanzees and gorillas are essential seed dispersers in their habitats. 

· Recognizable by their lack of tail, apes are the largest of present day non-human primates. Furthermore, the forelimbs of apes are longer than the hind limbs. The physical anatomy of apes is essential to their adaptive strategies. Compared to humans, their closest living relatives, ape skeletons are more robust and are aligned for quadrupedalism. Their long, strong arms are characteristic and enable them to move arboreally. The ape dental formula is the same as humans, but there is an emphasis on the front teeth, and the canine teeth can be pronounced in some ape males, primarily for display purposes. Highly intelligent and complex, it follows that the apes have a cranial capacity that is large in comparison to body size.
Photos: siamang, mountain gorilla
Slide 15: Lesser Apes (Hylobatidae)

· Gibbons are the smallest apes. The heaviest gibbons, siamangs, weigh up to 28 pounds (13 kg). True brachiators, gibbons rely on their powerful arm muscles to swing through the trees of southern Asia where they live. They use their hands much like hooks, not grasping the branch. In the hand-over-hand movements of brachiation, thumbs get in the way. Over time the thumbs of gibbons have receded significantly. 

· The calls of gibbons resonate throughout the forests. Vocalization is important both in defending their territories (a pair may defend as much as 60 acres [25 ha]) and in maintaining pair bonds.
Photos: siamangs
Slide 16: Great Apes (Pongidae)

· The great apes have very large, well-developed brains. This means they can store larger amounts of information than most other primates can and therefore have more information to draw on when they encounter a new situation.

· Orangutans are the only truly arboreal great apes. Although chimpanzees and gorillas can and do spend time in trees, orangutans sleep in trees, making new nests each day and night. Orangutan population counts are often accomplished by counting nest sites. Unlike the other great apes, with the exception of mother and offspring pairs, orangutans are solitary animals generally coming together only to mate. Orangutans are primarily frugivorous, feeding heavily on fruits.

· Gorillas live in social groups consisting of one male, a few females and their offspring. When young males reach sexual maturity they leave the troop. Gorillas are herbivores (primarily leaf-eaters) and therefore spend much of their day foraging for food in order to support their large bodies.

· Chimpanzees are the smallest of the great apes. There are two species of chimpanzees, common chimpanzees and bonobos. The easiest way to tell the difference between common chimpanzees and bonobos is by a characteristic hair part; there is a line going up the skulls of bonobos and their hair falls neatly down either side. Bonobos’ bodies tend to be more gracile than chimpanzees and they are born with black faces and hands (unlike the pink skin color of chimpanzees at birth). The two species share many similar behavioral traits. Two major differences are 1) bonobos spend more time in trees 2) bonobos tend to live in closer knit groups (numbering around 20 individuals) where the females are more dominant.

· Chimpanzees eat a wide variety of foods such as fruit, flowers and seeds, but their diet also includes leaves, invertebrates, and some small mammals. In fact, chimpanzees have been known to hunt other primates, including the red colobus monkey and yellow baboons. Researchers suggest than in addition to providing protein-rich food sources, chimpanzees may hunt meat for social reasons, as it is an outlet for bonding and sharing.

· Chimpanzees and bonobos are well known as adept tool users, however, the ability to use tools, like the ability to make nests, is a learned behavior. They live in loose, extended groups numbering as many as 100 individuals. Unlike gorillas, chimpanzees do not have a strict social structure. Chimpanzee social groups are made up of many males, females and offspring. The groups center around dominant males. These dominant males rarely move on to another group, on the other hand, females may disperse from one social group to another.

· The apes are the closest living relatives to humans. Human and chimpanzee DNA are over a 98% match.
 In fact, even as genetically close as chimpanzees and gorillas are to each other, DNA evidence suggests that chimpanzees and humans are more closely related to each other than either is to the gorilla.
Photos: (clockwise from upper center) common chimpanzees, orangutans, western lowland gorilla
Slide 17: Apes—Locomotion

· The apes’ powerful forelimbs and flexible wrists are used by some in brachiating, a method of locomotion whereby the animal travels by “swinging” with a hand-over-hand motion. Gibbons spend most of their time in the trees swinging hand over hand, making them truer brachiators than any other ape. When gibbons are on the ground, their long arms necessitate a bipedal stance that leaves their arms up in the air balancing over their heads. Think back for a moment to the way we said monkeys moved through the trees. Remember that we said that monkeys run along the tops of trees. Now think for a moment to a playground accessory called the monkey bars…. do you think they are appropriately named? 

· Knuckle-walking is a distinct form of quadrupedalism seen in the African great apes. The weight of the arms is put on the knuckles, in this form of quadrupedalism. Orangutans do not knuckle walk, but instead put the weight of the body on their fists when they move quadrupedally. When moving arboreally, the massive orangutans cannot brachiate as freely as the lighter gibbons. Instead, orangutans exhibit suspensory climbing, a slow, deliberate type of climbing in which both hands and both feet are used to move safely through the trees. 
Photos: siamangs, orangutans, western lowland gorilla
Slide 18: Primates – Social Structure and Behavior

Slide 19: Social Behavior of Primates

· In general, primates are social species, spending their time in social groups that can be large in size. In the prosimians, galagos and tarsiers are the least social. Similarly, orangutans are considered to be semi-solitary. Males and females come together to mate and then females spend time with their offspring, but beyond that, these species are less social than other primates. 
Photos: galago, orangutan
Slide 20: Social Behavior of Primates
· One commonality between all primates is the bond between mother and infant. This bond is strong, with great maternal investment, and lasts long through the slow maturation period.
Photos: western lowland gorilla (link to Woodland Park Zoo video), golden lion tamarins

Slide 21: Social Strategies of Primates
· (see text on slide)

Photo: troop of Guinea baboons in West Africa

Slide 22: Social Strategies of Primates

· This slide gives a quick overview of the social strategies of some prosimian and monkey species at Woodland Park Zoo. (See text on slide).
· In monkeys, dominance hierarchies are more common in cercopithicines (macaques, patas) than in colobines or most New World monkeys; there are separate dominance hierarchies amongst the males and the females in a social group, however an adult male is generally dominant to a female.
· The Callitrichids (tamarins and marmosets) of the New World Monkeys are the only known non-human primates to practice cooperative polyandry. Cooperative polyandry is a social structure in which two or more males mate with a single female during a breeding season, and the males collaborate to raise offspring. With the involvement of two males helping to raise offspring (callitrichids generally give birth to twins, meaning there is a high demand for parental assistance), rearing becomes manageable.
Slide 23: Social Strategies of Apes
· Social strategies among apes differ, from the semi-solitary orangutans, to chimpanzees living in loose groups of up to 100 individuals. Different species of apes tend towards different social strategies. This may relate to food availability, habitat structure, or other factors. 

Photo: western lowland gorillas
Slide 24: Primates – Communication
· Living in social groups elevates the importance of effective communication strategies. Primates use a variety of modes of communication. (See text on slide.) 

· Prosimians rely primarily on olfactory communication, other primates rely on visual and auditory communication.
Photo: red ruffed lemurs, patas monkeys
Slide 25: Apes—Tool Use

· A tool is an object that can be manipulated to complete a task. There are two distinct types of tools: naturefacts and artifacts. Naturefacts are tools that are made by using naturally occurring material without any alteration. A chimp that picks up a stick and scratches its back with it is using a naturefact. An artifact, on the other hand, has been altered in some way to facilitate the task. This alteration can vary: material might be reduced, reshaped, combined with other parts, or perhaps replicated. For example, a chimp selects a stick for fishing termites out of a mound, then strips the leaves off the stick and chews on the stick to reduce the size, making the tool better fitted for the hole. All great apes have displayed tool use in captivity. With research documentation in 2005 of the first observations of wild gorilla tool use, it is believed all great apes display tool use in the wild as well.  

· Chimpanzees and bonobos are especially known for their tool craft in the wild, although it can take time for individuals to learn proper technique. Orangutans have also been observed making tools. In chimpanzees, juveniles will learn from adults, observing and practicing, often taking more than a year to master cracking nuts with stones, for example. 

Photo: western lowland gorillas
Slide 26: Primates – Culture
· The particular use and creation of tools can differ from population to population, and the variations in tool use, along with variations in social behavior (including hunting patterns discussed above), have been said by some researchers to reflect a difference in culture among wild chimpanzee populations. Culture is defined here as a set of behavioral traits that are passed on through learning. Hunting behaviors are another example of cultural variation between ape populations.
Photo: chimpanzees at Mahale Mountains National Park, Tanzania
Slide 27: Primates -- Culture

· This graphic summarizes research findings of cultural variation among chimpanzees across long-term study sites.
Slide 28: Threats to Primates

· Most non-human primate species are faced with a combination of these threats. Because almost all primates live in tropical forests, the demand for tropical hardwoods, as well as land for cattle grazing and agriculture is a major pressure on primate populations. One exception is the patas monkey, which may have benefited from deforestation in some once humid areas that convert into drier savanna zones, thus increasing suitable habitat for patas monkeys. Overall however, the patas monkeys’ available habitat has been reduced by heavy cattle grazing and the conversion of savanna areas into farmland. 

· Primates are also hunted extensively for their meat. In South America, primates are a traditional source of food for native forest dwellers. Hunting for bushmeat as a sustainable part of family subsistence has been a traditional practice in Africa for centuries. But with the increased, unsustainable demand on the bushmeat trade, wild ape populations are in extreme peril at the hands of these poachers. Bushmeat is often seen as a delicacy and is consumed from villages to large cities, not just in Africa but in London, Paris and New York as well. The commercial scale of the trade, made easier by modernized hunting methods, and increased road access, is unsustainable. It will not only lead to the demise of ape populations (as well as other species), but it will damage the sustainability of entire ecosystems by wiping out essential populations of animals. 

· Primates are also hunted for their fur and other parts. Hundreds of thousands of black and white colobus monkeys have been killed for their pelts. Slow lorises are often used in traditional Asian medicine. Their soft, dense fur is believed to heal wounds quickly, and their large eyes are made into love charms or used to treat eye diseases. Many primates are also captured and sold into the pet trade. 
Slide 29: More to Learn

· There is infinitely more to be learned about primates around the world. New information and new species are constantly being revealed as researchers spend countless hours studying all aspects of primate behavior and biology. For example, great ape culture, which refers to geographically distinct behaviors among different groups of the same species, was thought to exist solely among humans and chimpanzees. Now, however, orangutan researchers are finding that groups of orangutans will use signals and tools in various ways and with various meanings. 
Photo: siamangs, red ruffed lemurs
Slide 30: Photo credits

· (see text on slide.)

Slide 31: www.zoo.org [image: image1.jpg]
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		January 1, 2011



		to:

		All CA Employees



		from:

		Creative Services



		re:

		Training for new CA Technologies templates





This document provides an introduction to and training for your new templates. It includes an overview of CA Technologies styles as well as a primer on using styles.

I. An Overview of CA Technologies Styles

The styles used in this sample memo are included in a pull-down style menu in the formatting toolbar and/or the formatting palette. Using this pre-set formatting will save you time and effort and ensures that your documents are consistent with all CA Technologies communications. 

(Please note: this document template contains more styles than referenced in this sample. All styles for both letters and memos are in all templates. For simplicity, this document introduces the more standard styles for reports and other memoranda. An accompanying sample letter references styles more appropriate to standard correspondence.)

We use different formatting elements within a document, such as headings, body text, bullet text, etc., to help our audience better understand our communications. The most common elements are included in our style menu, so simply highlighting a section of text and selecting the appropriate style will result in a consistent usage and look throughout.

Using this memo as an example, you would begin with the Date, followed by a table pre-formatted with rows to accommodate to, from and re. The first column of fields has pre-set text, followed by the second column, which contains live text in Address style: Calibri 11 points. The table is set to “wrap text” with appropriate margins and spacing to accommodate additional lines, if needed.

To acquaint you with the most commonly used formats used in CA documents, the next two pages of present samples of styles. The first page details styles established for body text many variations, including bulleted and numbered lists. Following it is a page that exemplifies headings, presented in combination with paragraphs of body text so you might see the hierarchy of available headings.

Body Text style: The font is Calibri 11 points with line spacing set at 1.4 lines. Set text to align left, never justify. Consistent use of this format will help provide a positive, coherent image, as well as further advance the visual appeal of our stationery system. 

List Bullet style: Font size and line spacing duplicate Body Text style, with no space before and only 5 pt space after to help bulleted items group together. 

List Continue style: Font size and line spacing duplicate Body Text style, with no space before and some space after to help bulleted items group together. 

List Bullet 2 style: Font size and line space duplicate Body Text style, with no space before and only 5 pt space after to help bulleted items group together. From the standard document margins, the left margin is indented an additional .5 inches. Hanging indent is set at .25 inches to accommodate the em-dash set in the normal font. 

List Continue 2 style: Font size and line space duplicate Body Text style, with no space before and some space after to help bulleted items group together. 

List Bullet 3 style: This memo demonstrates the typing format for all correspondence.

List Continue 3 style: Font size and line space duplicate Body Text style. 

List Bullet 4 style: Please note: this style is not commonly used. Hanging indent is set at .25 inches to accommodate the en-dash set in the normal font.

List Continue 4 style: Font size and line space duplicate Body Text style. 

List Bullet 5 style: Please note: this style is not commonly used. Hanging indent is set at .25 inches to accommodate the en-dash set in the normal font.

List Continue 5 style: Font size and line space duplicate Body Text style. 

List Number style: Font size and line spacing duplicate Body Text style. Hanging indent is set at .25 inches to match bullet lists; numeral is set in the default font.


Content on this page exemplifies headings, presented in combination with paragraphs of body text so you might see the hierarchy of available headings. While there is no rule that all heading styles must be used in every document, you should plan to use them systematically, as emphasis set through boldness and spacing is reduced with each level of heading. With the exception of this sample page, this document only uses Heading 1 and Heading 2. 

Header 1 Style: Calibri Bold ALL CAPS 11 Points; 20 PTs Before, 5 PTS After

This document demonstrates the format for all correspondence on our letterhead. Consistent use of this format will help provide a positive, coherent image, as well as further advance the visual appeal of our stationery system.

Header 2 style: Calibri 11 points bold; 15 points space before, 5 points after

This document demonstrates the format for all correspondence on our letterhead. Consistent use of this format will help provide a positive, coherent image, as well as further advance the visual appeal of our stationery system.

Header 3 Style: Calibri 11 points ALL CAPS; 10 points space before, 5 POINTS AFTER

This document demonstrates the format for all correspondence on our letterhead. Consistent use of this format will help provide a positive, coherent image, as well as further advance the visual appeal of our stationery system.

Header 4 style: Calibri Bold 11 points; 10 points space before, no space after

This document demonstrates the format for all correspondence on our letterhead. Consistent use of this format will help provide a positive, coherent image, as well as further advance the visual appeal of our stationery system.

Heading 5 style: Calibri Italic 11 points; 5 points space before, no space after

This document demonstrates the format for all correspondence on our letterhead. Consistent use of this format will help provide a positive, coherent image, as well as further advance the visual appeal of our stationery system.


II. A Primer on Using Styles

 (
Figure 1— 
Styles window
)[image: ]Within a document, we use formatting differences — such 
as headings, subheadings, 
body text, bullet text, etc. — 
to guide our audience through the information to help our readers better understand. 

IN OFFICE 2007, when you open 
one of your template documents, you may need to open the Styles window (See Figure 1).

NEW IN OFFICE 2007  
Alt + Control + Shift + S 
opens the Styles window

Always formatting documents with only CA styles will result in a consistent usage and look companywide. Simply highlighting a section of text then clicking one of the styles in the toolbar applies that style. 

What is a style?

A style is a set of formatting characteristics that you can apply to text in your document to quickly change attributes. When you apply a style, you apply a predefined set of formats in one simple step.

For example, the “Address” style we use has our standard line spacing, while the “Date” style has extra space before and after it to set it apart. Rather than remembering the spacing specifics, we have created a separate style for this formatting option. Some of the style types available in Word 2007 include paragraph, character, linked (paragraph and character), table and list.


A trick to using paragraph styles

Most styles you will be using are paragraph-based, meaning they only work if the entire paragraph is selected. To accurately apply them, you must make sure to select all lines, including the sometimes-hidden paragraph symbol (¶) that’s created when you use the return key (See Figure 2).

 (
Figure 
2
 — 
A
 document with hidden characters shown
)[image: ]If after selecting a series of lines the styles don’t seem to work, perhaps you have not highlighted the paragraph completely… remember that spaces,                  tabs			 or shift-returns
do not truly end a paragraph.

To show nonprinting characters:

NEW IN OFFICE 2007  [Control + Shift + 8] toggles Show/Hide on and off, allowing you to view or not view paragraph and other invisible formatting marks.

 (
Figure 3 — Show/Hide nonprinting characters button on the standard toolbar in Office 2003
)[image: ]On the Home tab in the paragraph area, toggling the Show/Hide button turns invisible characters off and on — it is the one with a paragraph (¶) symbol (See Figure 3).  
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