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Creating an A6 ]nsert Template using Microsoft word 2007+

OPC” up a blank page in Microsomct Word.
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2. Se]ect the ]NSERT tab indicated }33 the red arrow above.
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Insert ready-made shapes, such as
rectangles and circles, arrows,
lines, flowchart symbals, and
callouts,

@ Press Fi formore help.

]n the new menu bar that appears at the ’coP of the screen, select shapcs.
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4. A new Panel will open as seen in the Picture above. Select the rcctang]e sl—xape indicated by the red arrow.
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5. Just click once anywhere on the blank page and a shape will appear.

6. At the far right of the menu you will see a section called S|/ indicated by the red arrow in the picture
above. [f you car’t see this section, click back onto your shape to thighlight’ it — as in the picture above ~
and the section will appear.

7. (lick once in the top box of this section where the numbers are - the numbers will highlight as indicated by
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the red arrow in the picture above - ready for you to type over them.

8. Type 143 (1 4.3 ) in the top box. Move down to the lower box & again click into it to highlight the
numbers & type 10 (1 0 ). Now click any place on the blank page & the shape will resize to those
measurements.

9. To see your work fully you need to shrink down the image of the page. | ook at the bottom right hand
corner of the screen & you will see a slider bar as indicated by the red arrow in the picture below. (Jse this

slide to shrink the page you see on screen until you can sece all of it. |t will bejust below 50%.
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10. Now, use your mouse to move the s!‘nape up into the left hand corner of the page, do this bg making sure
the shapc is high!ightcd (’clﬁe little blue boxes that appear around the shaPc — as seen in the Picture above
— Now clePress the left mouse button from within the shapc, kecP it c]ePrcsscd & clrag the shapc to the toP

left corner of the page.

e L = 1. With your mouse within the shaPe once more click the right
(Somy e P Neplwwrre Bha=g B e Fu
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G J pis button & the little © ’ I

L0 _ R £%q mouse button e little ‘pop up’ menu will appear, move your
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Pointer down and left click on COFY - the onlg ’cl'\ing you will see

is that the ‘POP uP’ menu will disaPPear again.
12 Movc the mouse Pointer to the rigl‘\t of the s]ﬂape you have
already created & click the right mouse button again to brirxg back

the ‘pop up’ menu, this time select PAS T .
15 A copy of the slﬁapc will appear direc’c!y on top of the first

' 8

LN NG B — - — ———

shapc. . Py

i4. With the shape
highlighted, chress the

right mouse button from

within the new shaPe &

1 e Eegamarin

R TS /o it to the right of the

first so that theg line up side bg side as shown in the Picture

bClOW.
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|8l Do &) - it 15. We are going to copy both sl—lapes togetl—ler

lome | Insert Page Layout References Mailings Review View Form
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=== §||rﬂ B h T the SHIFT kcg on your keyboard while you right

now. Highlight one of the shapes & deprcss & hold

click in the other sl‘lape, thus l‘righligl‘rting botl‘r, as

shown in the Picture below.
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16.Now click the right mouse button from within one of the s]ﬂapes as before, once again the ‘pop up’ menu

will appear, select COFY Move the mouse Pointer onto a blank Part of the page & right click again &

select FASTE
17. The copy will appear on top of the origina] as before. While it is still high]ighted, or highlight both again as

1-2si78" © you did earlier by c]icking the mouse inside of one shapc & ho!cling down the
E“_"' e ': _::‘: e T SHIFT kcy on your kegboard while you click in the other shape dePrcss the

L3 e

left mouse button from within one of the shapes & keep it dePressed while you
drag the shapes to below those alreadg on the page, as shown in the Picturc at
the left.

18. Now click the left mouse button while off the page —~ somewhere in the

blue area to the right of the paper, to deselect the two s]ﬂapcs.
19. Move the mouse Pointcr over the top right slﬁapc & click the left mouse
button to select it.

20. While still in the highlig}'\tcd sl—lape, click the rigl'lt mouse button to bring

up the ‘POP uP’ menu once more, as shown in the Picture below.
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o ——— 21. Move downto ADD TEXT & selectit, you will see the typing
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. LB 'f T | 22. ]t is at this Pomt that you should save

your efforts as a tcmplatc, SO you
dor’t have to go through this laborious

process each time you want an insert.
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TEMFLATE & click with the left mouse

button.
24. T he menu to the left will appear,

move your mouse Pointer up to

TROSTED TEMPLATES & select

it.
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NAME box at the base of the menu screen

indicated 53 the red arrow on the Picture to the

right, & then select SA\/E

26. ] o open the temP]ate in the future: Firstly open a

new word document, select the Microsof’c logo as
beforc, select OFEN from the menu that

appears, then select the template from the list, & it



http://www.the-paper-craft-tutor.co.uk/

© www.the-paper-craft-tutor.co.uk

will open on the screen. You must remember not to save using auto save once you have began working in

reew v Rl
s 4 Py e

your tcmPlate each time or you will over write it.
27. (lick into the shaPe you want to type into, from here on you can use
u:r;\;:'r::mv the shape asa regu!ar piece of paper, to type in your verse or greeting.

28. Jo add text to the second insert simply move the mouse Pointcr into

the shapc below the First, click the right mouse button to bring up the ‘POP

uP’ menu & select text once more.

Wishing you a 29. Fma”g, when you have added your verse or greeting, you won’t

very Happy

neccssarilg want the outline of the boxes to be visible, or magbe goujust
Birthday!

want to change the colour of the outline so it blends better with your text.
As we did earlier, select one shape, hold down the SHIFT keg on the
keyboarc‘ while you select the other three to highlight them all again as

shown in the Picture below.
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!upb—l- Pui

&

the TEXT BPOX TOOL S tab indicated

}33 the red arrow in the Picture on the le{:t, &

dAFTY IR TEDAY
GEOFGL
select it.

A1. A new menu bar will appear, move the

mouse Pointcr a!ong to SHAFE

Wiching OUTL]NE indicated }35 the red arrow in
’ p v by the Picture to the right. Select the little arrow
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new menu Wl” aPPear, HCY‘C 9OU can

choose ’chc colour of your outlinc

from the basic colour Palette, orjus’c
below that, you will see NO
OUTL]NE, select this if you do

not want any outlines to be visible.

Thisisa very basic method of creating
insert temPIates for your cards. Thcre

is much more you could do with the insert, such as add a Picture in the baci(ground, or a pattern, but that is for

another clag, and another hc]P file.
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