How to Edit Marketing Materials

Open document.  Go to View – Print Layout.

Insert your logo:

· Click on “Insert Your Logo” so that a grey dotted border appears around the words.  

· Delete words.

· Go to Insert – Picture – From File.

· Browse to find your logo and select it.

Resize your logo:

· Click directly on your logo so that a border of black squares appears.

· Select a corner square and drag the corner down to make the logo smaller or drag the corner up to make the logo larger.

Move your logo:

· Click the logo so that a border of black squares appears.

· Hit the up arrow on the keyboard so a grey dotted border appears.

· Click and drag the logo to where you want to place it.

Adding Contact Information:

· Place your cursor in front of the information you want to replace and highlight it by dragging your cursor across the words.  
· Type in your contact information.

Adding your part numbers and pricing:

· Put your part numbers, descriptions, and pricing in excel in the same format as the marketing piece.

· Highlight your part numbers, descriptions, and pricing and go to Edit – Copy.

· Do not copy column headings.

· Go back to the marketing piece you are editing and highlight the spaces for the part numbers, descriptions, and pricing.  Go to Edit – Paste.

· This will only work if you highlight and copy the same number of rows that are available on the marketing piece.
