Instructions

· Do not print this page, print only the second page.

· This template is set up for a page size of 4x6”, to match standard inkjet photo paper.  KeypadLinc labels work well printed on photo paper.

· When cutting out the labels, cut along the inside edge of the black border.

· To apply background colour or a background image to a key, right-click the text box, open the “Format Auto-shape” dialog, select the “Colors and Lines” tab, and use the Fill Color.  This approach offers more options than the “Borders and Shading” dialog.  In particular, it lets you apply gradient shading, or to use an image.

· Each button is a text-box, containing a table with a single cell.  The cell is formatted to center text both horizontally and vertically.  It will adapt automatically to single- or multi-line text.

· If the text in a key doesn’t appear properly centered vertically when you print out, it may be that the row-height of the table has gotten messed up.  Right-click in the cell, select Table Properties.  Select the Row tab, and make sure it says Specify Height, 0.48”, and “Row height is exactly”.

· If you know how to use Word styles properly, you can alter the styles of all buttons simultaneously.  The large buttons use the LargeButton style.  The small buttons use the SmallButton style.  Both button styles are based on the ButtonText style.

· Text can be made to stand out better from a background image by using the font Engrave effect.
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