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Insert Template Instructions
Save all documents before printing inserts.

Load the URWGrotesk-Reg font to your computer.  To load the font:

1. Save the zip file to your desktop.

2. Open the zip file and copy the font file to your desktop.

3. Right click on it from the desktop and copy.
4. Click on the start button and go to Computer>C:Drive>Windows>Fonts.
5. Paste the file.

You must do this before opening the Insert Template document.  Otherwise, you will need to re-start Word. (The zip file and font file on your desktop can be deleted after the install.)

Once the fonts are loaded, open the insert template.  The file name will be similar to AAA0000_11111_IST_typeX.doc
If objects are not showing properly in your document, confirm that you are in Print layout instead of Reading layout.
To make a new insert: highlight the name and/or title you wish to replace and type the new information.  Do this for each line of the insert.  If copy is too long, reduce font size.

Print and trim by cutting along the black lines.
Insert Template Specs
Font: URW Grotesk
Point Size: Various Pt Sizes
Text Color: Black (RGB Value: R-0 G-0 B-0)

Insert Background color: n/a
Insert Media: White paper
Please note that colors vary on different printers and the colors provided were matched according to Takeform printers and may not print exactly the same on other machines.

Changing the text color:

· Highlight text 
· Select font color from the toolbar by clicking arrow next to “A”
· Choose color, and adjust RGB values.

Changing background color:

· Click on black outline of the insert template
· Right click and select “Format Auto Shape”
· Under “Color”, click arrow and select; then adjust RGB values
Use of directional arrows:


For directional inserts, copy and paste arrows to the insert template
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Rotating an arrow:

· Right Click in middle of arrow.

· Click on “Format Auto Shape”.

· Click on size tab and type the arrow direction in the rotation text box.  (0 is right, 90 is down, -90 is up, 180 is left): Or, after arrow has been selected, put cursor over the adjacent small green circle and rotate until pointing in the desired direction.
Changing the color of an arrow:
· Click in middle of arrow.
· Select fill color from the toolbar by clicking arrow next to paint bucket.
· Select color and adjust RGB values as desired
**White (Classic Crest Cover; 80lb; Solar White) (May be purchased from Takeform – package of 25)
Questions?

Please provide your insert document file name when calling (similar to “AAA0000_11111”, where “AAA0000” is your seven digit customer number and “11111” is the five digit work order number).

Contact:
Austin Carpenter
atc@takeform.net
585-318-1034
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