Coaster 4020

Personalizing Instructions and Template

You may wish to open the Coaster Template 4020 now, so you can follow these instructions while personalizing your coaster.
To indicate the label printing area on the template –

When opening the template, the document might appear blank. To show the area in which you will place and size the picture or message on your Create-a-Coaster label, follow these steps:

· Go to the View Menu, go down to Toolbars and click on Drawing. The Draw Toolbar should appear along the bottom left of the document window.

· Select Draw, go to Grid… and the Drawing Grid window will appear.
· The following settings should be selected in the Drawing Grid window:


Grid Settings
   Horizontal spacing
0.13”

   Vertical spacing
0.13”

Grid Origin

   x  Use margins
x  Display gridlines on screen
    x  Vertical every:  
1

    Horizontal every:
1

-     Select OK and grid boxes will appear on the document. The grid areas indicate 

the label placement on the printing pages plus 1/8” around the actual label to ensure that a picture will cover the entire label.

**IMPORTANT NOTE: When you are finished making your Coaster 4020, you will want to hide these gridlines as they will appear in all subsequent Word documents. From the instructions above, go to the Drawing Grid Window again. Deselect the Display gridlines on screen and select OK. The gridlines should be hidden again. 
To insert  an image or picture-
· Be sure that the image or picture is still selected.
· Go to the Insert Menu; go down to Picture and click From File.
· Locate a picture on your computer.
· Double click the picture and it will be put onto the template.

· Double click the picture and a Format Picture window should appear. Select the Layout Tab. Select Behind Text icon and press OK. This will prepare the picture for most changes you wish to make.
To format your picture –

To display an helpful toolbar for formatting your picture –
Go to View Menu, go down to Toolbars and click on Picture.

The toolbar should appear to the far right in the window.
A few helpful formatting hints- 

Because most photographs are not square, you will usually have to size most images to fit the square coaster. Therefore, it may be helpful to first crop the picture to a square shape before you try to cover the coaster guide area.
To crop a picture, click this button on the picture toolbar - 
To size a picture to fit the coasters, simply drag the circles on the corners of the image. Hold down the Shift key as you drag to ensure the image stays in proportion.
To create a text box, to add a message to your coaster, create a text box.

· Go to Insert Menu, go down to Text Box and click.

· Next, click anywhere on the template and a box will appear.

· To create your message, use the type/font tools as usual.

To duplicate formatted picture for placement over the other guide box-

The picture is ready to copy if circles appear at the corners and around the edges of the image. If no circles are present, click inside the picture to select it.

· Go to Edit Menu; go down to Copy.

· Go back to Edit Menu; go down to Paste.
The duplicated image will appear on top of the original picture. 

Drag the duplicated image and place over the other coaster guide area.

You are ready to print on the test page provided.

Be sure to check any preferences that may apply to your printer and the document that you are printing.


















