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[image: image3.jpg]This form has 2 blank sides and can be used to import family photos with headings and/or captions, prescription instructions,
inspirational messages, or create restaurant menus or retail inserts, etc.
STEP 1 —This form has been created in Microsoft Word. Once you open the document from our website, immediately save
as either a .doc file (for Word 2003) or a .docx file (for Word 2007). As you modify the below form, remember to
periodically save your document for future reference.
STEP 2 - To add text anywhere below, place your cursor where you'd like the text to appear (click) and type your information.
STEP 3 — To make changes to how the text looks, highlight your text. On the Formatting toolbar (above), select your favorite
font and point size. Also, select a color if you would like other than black print.

STEP 4 —To insert a photo, place your cursor in the area you want the picture to appear and click. Then click on the Insert tab
(above left), point to Picture, and then click From File. Browse to locate the picture you want to insert. Double-click the
picture you want to insert. Once placed, adjust the photo size accordingly and add headings and/or captions if you'd
like.

STEP 5 - Print form. (Note: If you see a box appear that reads, “The margins of section 1 are set outside the printable
area of the page. Do you want to continue?” Click Yes)

STEP 6 — Once printed, cut along the lines, fold at the dotted Fold Line, and insert into your Monocle Marquee display area.
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Brought to you by Monocle MarqueeTM

