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GENERAL INSTRUCTIONS FOR CREATING PAPER/ACETATE INSERTS

Our insert files are designed to be opened using Microsoft Word 2003 and later. 

Using the following method you can easily print out inserts for your nameplates. Using methods for data entry other than the one described below may change the layout including the font, size and position of the text. We recommend using the following method:

1.) Open the insert template (from disk or email) with Microsoft Word. 

2.) Highlight the first name in the first cell using the mouse cursor.

3.) Once the name is highlighted (blocked out) begin typing the new first name. It will replace the highlighted name. (In some cases the name will be on one line. In this case highlight the whole name. If so, skip to step 6.)
4.) Highlight the last name in the first cell as done in step one.

5.) Type the last name.

6.) For more names repeat steps 2 – 5 in the next cells in the table.

7.) Load the desired insert paper or acetate media.

8.) Print the insert sheet.

9.) Using scissors carefully cut along the lines to separate the inserts.

10.) Repeat from step one if more pages of inserts are required.
11.) Important Note: When finished printing inserts close the template without saving changes. Saving changes may cause problems with future inserts if the layout was accidentally modified. 
Font Note:

In order to replicate the desired look of the insert your template requires the use of a postscript font. This font must be installed on any workstations that will be used to print the inserts.

A PC version of this font has been included with the template and these instructions. On Windows 7 you can usually install this font by opening the “Type 1 Font” file and clicking “install.” If you have trouble or are locked out by system permissions you can contact your IT department to have them assist you.

