Refund Transfer Brand-able flier.

About
This a Refund Transfer flier that you can edit the colors on the graphics provided, replace with your own graphics, 
edit copy, and print, all in a Microsoft Word document format.

Instructions:

1. Please do not attempt to edit or change the Refund Transfer section of the flier or place your own images in this area. This section was created in strict legal compliance. You may, however, change the color or font to your liking.

2. The bottom area can be completely edited with your own business information, including many of the images and logo.

3. To edit the type, simply click on the text box and adjust as needed,

[bookmark: _GoBack]4. To edit the colors of the logo or graphic elements, click on one of the geometric areas. Using your right click on your mouse, or from the “Format” drop down menu, choose “Format object” or “Format shape”. A side bar on the right side of your window should open that reads, “Format shape”. Click on the paint bucket icon tab. Look for another paint bucket below that one, and click that drop-down menu to choose a new color. To edit the circle on the logo, make sure to select the line drop down. For the other shapes, click the fill drop down.

5. To insert your own logo, click on and delete the existing logo. On the MS Word “ribbon bar” at the top or the drop-down menu, choose “insert picture from file”. Choose your picture from your computer to insert. After, while your object is still selected, clicking your right mouse button, drop down to “Wrap text” and then “In Front of text” and release. Then, click your right mouse button again, drop down to “Wrap text” and then drop down to “Fix position on page”. This will allow you to move the logo freely around on the page.  For best results, make sure the image of your logo was saved as a 150 DPI png file format with no background.

6. To use this document in a digital format such as Facebook page, you will need to save it as PDF and then find a pdf to jpeg converter on the web (from a reliable source). Once the pdf has been converted to a jpeg, you will be able to upload the document to a webpage, email template, or social media page. Unfortunately, Microsoft Word does not support many digital file formats at this time.

7. Printing. Make sure to set your printer to “Two-sided” or “Double-sided” in the print dialogue box, typically located in “Layout” of the print dialogue box when pressing command or control “P”. Follow the instructions on your printer to know how to place the card stock and see the AVERY instructions with your purchase card stock.

Note: This document has been tested to work on a deskjet printer and a large office printer. Because each printer is different and no printer feeds paper exactly the same each time, the position or the print may shift a few centimeters. We recommend test printing on a few sheets before printing a larger run. You may have to select and move the content in the document to get it to print in the center of the page. This document is not designed to be used for professional print services. Not responsible for jams, damages to paper, or damages to your printer.



