Instructions for editing your Cover File in Microsoft Word

How to CHANGE:
Text p1
Font Color p2
Font Size p3
Font p4
Background Color p5-6
Image p7




ange lext

over Text is alveady located in the final position for printing. To change text, click anywhere in the text area and make your change.
WARNING: what you change 15 what will promi.
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Change Font Color pe

STEP 1: Highlight the Text vou want to change color. Do this by clicking on the beginning of the text, hold down
left mouse button and drag mouse to the end of the text. Text will then be highlighted in blue as shown below.

STEP 2; Click on the Down Arvow next to the Font Color tool and choose the new Texit Color that you want.

Repeat STEP 1 and STEP 2 to change Text Color in other areas of the cover.
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Change Font Size

p3

STEP 1: Highlight the Text vou want to change the size. Do this by clicking on the beginning of the text, hold down lefi
mouse button and drag mouse to the end of the text. Text will then be highlighted in blue as shown below.

STEP 2: Click on the Font Size tool and enter the font size that vou wanit.

Repeat STEP 1 and STEP 2 to change Text Color in other areas of the cover.
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Change Font p4

WARNING: We do not recommend that you change the Font. Our computers may not have the same font that you choose on
vour computer. If you change the font to one that we do not have, our system will replace it with the font that we have. You
may not be happy with the results,

You can safely change the Font to Arial, Times New Roman, Calibri, and other fonts that come with Microzoft Word,



Change Background Color po

STEP 1: Click anywhere on the background. a] SO
Mouse pointer will now show 4 more arrows Format Tab will appear in toolbox
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STEP 2: Click on the Format Tab to reveal the color palette below
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STEFP 3: Click on the new color that you want or choose from more colors by clicking down arvow next to Shape Fill tool

¥ Shape Fill-~

Click on the color vou want here,

Standard Colors

If you can't find the color yvou want, click on More Fill
Colors... to open the Color Picker tool and enter the

RGE value of vour color here
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Change Image pr

We do not recommend that you change the image. Deleting the existing image will mess up the formatting
and vou mav not be able to fix it.

Il you want to change the image, send us the file for the image and we'll do it. WARNING: sending a new
image will add more days to your turnaround.



