
Student Pictures 
By Dick Evans 

I like to have pictures to refer to when working on material from students. They also give me another 

opportunity to put their name to their face. In past semesters I would bring a camera to class and take 

their pictures. This worked, but was not always taken well by those students who were “not ready to 

have their picture taken”. 

Today, most students are on social networking sites such as www.facebook.com, www.linkedin.com, or 

others. They have pictures of themselves on the Web and can access them in class. If not, many in the 

class will have a cell phone that is capable of taking a picture. They can have someone take their picture 

and email it to them. (A student a few semesters ago showed me how to do this from my phone—I 

thought you could only send it to another phone number! Often, they teach us things.) 

On the toolbox, I have included a template file named pictures.dot which you can open in Word, and 

then save as a template in your Trusted Templates folder (should be the  top left item on your Save As 

window). Then you can Office > New > My Templates and locate the pictures.dot file to build a new 

Student Picture document for the course. 

This paper assumes you have copied and saved that template in Word. 

Open Word. Then Office > New > My Templates and locate the pictures.dot. 

 

 

http://www.facebook.com/
http://www.linkedin.com/


Replace  my picture with your own and my name with yours. 

Change the course information to fit your course. 

In the cells that say Picture, insert the picture you had the student send you and size it to 1.5” high. Then 

change Student Name to be their name. Remove any unused entries and save the document with a 

name relevant to the course. 

I usually have a starting assignment called About Me where I ask them to tell me a little about 

themselves and include their home email address and their picture. They submit this as an assignment 

as practice so I know they are able to submit assignments. They also submit the picture as a JPG and I 

use it on the Student Pictures page. 

Here is a sample page with images from the SOM Faculty page as though they were students in this 

class. 

 

Save it As using a name associated with your course, such as cis251 summer 2009 pictures.docx. 

And then, save it as a PDF with the same name. This is the file loaded to Bb9. Keep the docx file on your 

local machine to make changes later, if necessary. 



 

Office > Save As > PDF or XPS. Locate the folder to save in, and then click Publish to turn the document 

into a PDF. For more details, see the white paper Saving a Word Document as a PDF. 

 

 

 

 


