Helpful Tips for Customizing the Cardinal Brands “Promote, Profit & Prospect” Flyers

Suggestion:  Before attempting any changes, print out a copy of the file you intend to use. It is likely that your screen display may be slightly different than the actual printout. 

adding specific dealer pricing
[image: image1.png]#5 Hazel Technology - Microsoft Word

Ble Edt View Insert Format Took Table Window Help Acrobat

[
[Nomd = ines ceclBzu
]

T ‘HH\H\H”H!!H\V‘ 7

prctetall yoar s, It las
removable computersleeve, phis
compatments fryou hptop, ks,
Foscral Digtal Asstar (PLA)
shone andzore

HAZZ61S)  chacnal

Lit 49995

Price$000

e [ % = & [ £
Joraw~ Iy ¢ | Auoshepes - N\ N OB 4l [@]| & - £-A
[Page 1 Sec 1 T 3 T ) = i 2l s e




The current LIST price is noted for each of the products described on all of our Promote and Prospect flyers.  Immediately following the list price is a Price placeholder displayed as $0.00.   To replace this $0.00 with the price you wish to offer to your customers, follow these instructions: 

1. Select the 0.00 (zeros) by using the mouse. [Move the pointer to the left of the 0 (zeros), and then click and drag across all 0 (zeros).] 

2. While the 0.00 (zeros) are selected, immediately type the new currency value that you wish to have displayed. 

3. Repeat until all 0.00 (zero values) are replaced with the desired dollar amount.   

adding dealer name, location, phone number, etc.

Each flyer includes a text box with words indicating “insert dealer copy here”. To eliminate this existing phrase and add your specific information, follow these instructions as provided by Microsoft Word in their program help section.  
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INSERTING TEXT  

Select the text box. (click on center).  (You will notice that the outline changes, indicating that the box is selected.  

To replace ALL of the existing text, right-click on the text box to bring up the shortcut menu; click Edit Text on the shortcut menu, and then type the text.  Or you may highlight all of the text and simply began typing.  This action will replace what you’ve highlighted with the new text you type. 

adding graphic (dealer logo) and formatting dealer text 

If you wish to add your company logo or a stylized version of your company name, we recommend the following procedure to avoid disrupting the layout of the rest of the flyer.  See note below for list of graphic types that can be used with MicrosoftWord.

INSERTING IMAGE FILE
1. Click on the existing text box to select it. Under the heading “Insert” on the toolbar, choose Text Box.  Click your cursor inside the existing text box.  This will insert a another text box in the interior of the existing text box. 
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2. Click on the new interior text box to select it.

3. On the Insert menu, point to Picture, and then click From File.

4.   Locate the file name for the picture (emblem) you want and double click on it to insert.
MOVING THE INSERTED IMAGE
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Move the picture (emblem) to the position you desire by moving the interior text box.  You can move or "nudge" the text box in small by selecting it and pressing the arrow keys. Press CTRL and the arrow keys to nudge it in 1-pixel increments

RESIZING THE INSERTED IMAGE 

To resize the image, click on the center of the image to make the “handles” visible. Drag the corner handle to resize it proportionately.  

Note: You may need to also adjust the size of the interior text box, if it doesn’t fit the image properly. 
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 ADJUSTING IMAGE 
You may wish to adjust the image along side your text message. Following are a few suggestions.

To eliminate the outline around the interior text box, right click on the border to bring up the shortcut menu.  Select Format Text Box.  Choose the tab at top labeled Lines and Color.  Under the heading “Line”,  hold down the arrow key by “COLOR” and select NO LINE.
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To make the background of the text box invisible, right click on the border to bring up the shortcut menu.  Select Format Text Box.  Choose the tab at top labeled Lines and Color.  Under the heading “Fill”, hold down the arrow key by “COLOR” and select NO FILL. 

Note: This will only make the background of the text box transparent. If the image itself has an opaque background, this will not make it transparent.  

The following suggestions are from the Microsoft Help file. You may find them also helpful.
create transparent areas in a picture

You can use transparent areas to integrate a picture on your page — for example, when you have a picture of a person and don't want the background color to be visible. 

1. Select the picture (or image) you want to create transparent areas in.

2. On the Picture toolbar, click Set Transparent Color.

3. Click the color you want to make transparent.  

Notes :

· The Set Transparent Color option is available for imported pictures such as bitmaps, GIFs, and JPEGs that don't already have transparency information. It's also available for some, but not all, clip art.

· You can make only one color transparent. When printed, transparent areas will be the same color as the paper they're printed on.

· You cannot set transparent areas in an animated GIF by using the Picture toolbar. Make these changes in an animated GIF editing program, and then insert the animated GIF picture again. 

graphics file types Word can use

(as noted in Microsoft Word help file)  You can insert many popular graphics file formats into your document either directly or with the use of separate graphics filters. You don't need a separate graphics filter installed to insert Enhanced Metafile (.emf), Joint Photographic Experts Group (.jpg), Portable Network Graphics (.png), Windows Bitmap (.bmp, .rle, .dib), GIF (.gif), and Windows Metafile (.wmf) graphics. However, you do need a graphics filter installed to insert all other graphics file formats listed below. If you didn't install the filter you need when you installed Word on your computer, you can run the setup program again and add the graphics filter.

Tip   By default, Word embeds pictures in a document. You can reduce the size of a file by linking a picture. In the Insert Picture dialog box (Insert menu, From File submenu), click the picture, click the arrow to the right of the Insert button, and then click Link to File. While you can't edit the picture, you can see it in your document and print it when you print the document.

for additional help

 WE SUGGEST TRYING MICROSOFT HELP IN THE WORD PROGRAM, OR THEIR WEB SITE HELP FOR WORD. 

http://search.office.microsoft.com/assistance/producttask.aspx?p=Word
© Cardinal Brands, Inc.  Lawrence, Kansas      www.cardinalbrands.com
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