Directions for Creating a Word Document that Will Have 4 Handbills
(mini handouts/fliers) per 8.5” x 11” Page Using Word Template

1. Double click on “Template for Handbills 4 per Page” (Word should
automatically open)

2. Select “File”, then “New Document” in Word

3. Format the document as if it were the individual handbill/flyer.
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4. When you are satisfied with it, click on “File”, then “Save As”.
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5. Click on “File Format” and select “PDF”. Then, “Export” (same thing
o" n
as “Save”).
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6. Then, “File” > “Close”. A prompt will come up. | recommend you save the
Word document but it’s up to you.
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7. Go back to “Template for Handbills 4 per Page”




8. Select Rectangle
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10. Select saved PDF
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12.When finished, save as a pdf and send.

@ Word File Edit View Insert Format Tools Table Window Help O D

' @ ] [ on- ki {5 Template for Handbills 4 per Page —

Home Insert Design Layout References Mailings Review View Acrobat Picture Format

& X = 2 -
B i T B Save As: | Example Handbills 4 per Page| |8
< 2
Paste & B I U ~abe X, x?| | Tags:
2 =fE) =- [ Templates g Q
Favorites 5 &5 PRISM > Q
S i 4 " [ sci-Fi Club »
P Dropox || Templates > 0
/_\ Applications 2elance Projects »
X aphic Design »
0 Downloads aphic Design 2 »
=51 Google Drive story of Graphic Design  »
-3 1 »
[ Creative Cloud Files b Stuff »
iCioud
¢7 iCloud Drive
[ Desktop tters >
B S P o 2C Graphic Design >
Onling} Locgtions File Format: ~ Word Document (.docx)
Hide extension = New Folder Cancel
Example Example
. .
Handbill/flyer! Handbill/flyer!
Day mm/dd/yyyy Day mm/dd/yyyy
00:00 pm | 00:00 pm

The End



