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Creating Electronic Letterhead in Microsoft Word

Create a “new document” in Microsoft Word

Select Document Elements - Header
View - Header and Footer

m Insert Design Layout References

From the top Word Navigation, L CoverPage~  mmmm
Insert - Pictures - Picture from file v x T 2 v
Blank Page — Lj\/ I |
* Select the Letterhead PDF you downloaded Table
¥ Page Break Photo Browser...

from the Bluejay Print and Post
] Picture from File...

NOTE: To create your letterhead image, populate your letterhead content on the Bluejay

Print and Post website, in the “Templates” section. Once complete, click the “PDF Proof” | @ PDF Proof
button at the bottom of the page. The layout of your letterhead, including all contact

information, will be automatically downloaded to your computer.

Select Picture Format - Position (see below)
Position - More Layout Options

Mailings Review View Acrobat l Picture Format I Header & Footer
pre o £ \’ « - |’_ . acf 1[] Height: 0.

), Quick 7w Selection  Align v Crop 5 Width: 8"
Styles ¥ In Line with Text Pane - =

5 g

B

With Text Wrapping

Header Close @ Sal | }l 2 Sponsor.

This allows you full ays which includes their resume or
CV and interest in j

Sponsor access ist | |a
e Loginto Job
¢ Click on Std

¢ Under degri

@

Click search
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In the Advanced Layout Screen - “Position” tab:

Horizontal:
Absolute position enter “0” to the right of PAGE

Vertical:
Absolute position enter “0” below PAGE

Advanced Layout

W Text Wrapping  Size

Horizontal
Alignment Left < relative to Page v
Book layout Inside C| of Margin v
© Absolute position 0 . to theright of Page B
Relative position ) relative to Page 4
Vertical
Alignment Top ~  relative to Page ”
© Absolute position | 0| » below Page E
Relative position ) relative to Page
Options
Allow overlap Move object with text

Layout in a table cell
Lock anchor

~
»
Cancel i,"

Note: If the program does not allow you to edit the Position, move on to the next step —
“Text Wrapping”, and return to Position after you’'ve made those adjustments.
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In the Advanced Layout Screen - “Text Wrapping” tab:

Wrapping Style:
Select “Behind text”

Wrapping Style

o

Square

o

Behind text

Wrap Text

Distance from Text

Top:

Bottom:

0’

§)

Advanced Layout

Position ext Wrapping |

o

Tight

lad

In front of text

Left: 0.13'

Right: 0.13

o

Through

o

In line with text

ad

Top & bottom

Cancel .X.
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In the Advanced Layout Screen - Size tab:

Height:
“Absolute” 11”

Width:
“Absolute” 8.5”

- Click OK
Advanced Layout
Position  Text Wrapping m

Height

© Absolute 11 -

Relative . relative to Margin

Width

© Absolute | 8.5" ¢

" Relative ) relative to Margin -

Rotate

Rotation: 0° -
Scale

Height: 100 % v Width: 100 % -

Lock aspect ratio
Relative to original picture size

Original size

Height: 11" Width: 8.5"

Cancel O
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Save the File: G} Edit View Insert Forn
New Document N
For future use, it's recommended that you save this as a e frgr:]Te?nplate {}:P
“Word Template”, so it's readily available for you. Open %0
File - Save as Template Open Recent =
* It will automatically save this template in your Close LW
computer’s “templates” folder, which will allow it to be Save s
accessible directly from Microsoft Word in the future. Save As 438

Save as Template...
Convert Document

Restore >
Share B
Restrict Permissions >

Reduce File Size...

Page Setup...
Print... ®P
Properties...
Using the Online Letterhead Template: G} Edit View Insert Forn
_ New Document &N
Then when starting a new document: New from Template T
File > New from Template - Select your Letterhead Open %0
Open Recent >
Close EW
Save #S
Save As... 0 #8S

Save as Template...
Convert Document

Restore >
Share B
Restrict Permissions >

Reduce File Size...

Page Setup...
Print... ®P

Properties...
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