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This Word template is for A7 (5x7) size invitation card.

Editing the file:
1 Open the Word Document

2 Find “Style Pane” from the toolbar (A), click on it to open the window (Mac)
Find “Styles” task pane launcher button in the “Styles” button group of the “Home” tab
of the Ribbon (PC).

3 Insert your copy into the content fields. If the font style changes from the style that
was originally in the template, you’ll be able to apply the correct style by clicking in the
style pane.

To apply style to a paragraph, make sure your cursor is somewhere in that paragraph
and simply click on the style name (in section B) you want applied. The style of the
paragraph will automatically change to the correct style.

Mac
e MA@ - U 8 ~ @' Invite-A7card_EventTemplate Qv Search in Document ©-
| Home | Insert Design  Layout  References  Mailings  Review View  Acrobat < &+ Share ~
B Georgia W0 v As ar g Ap w5 [A]
e o [BIEIL e o x| & £ A B O A STYLE PANE
2 [ P I I - o
Current style:
5 ‘ Join Us 1 ‘
;  Pleascjoinusfor e — Join Us
Apply a style:
I - Event Name
1ot paragraph 1
f Additional info 9 .
_ Haess ot e o Event Date/Time
© Addressline1 - S s el Address first line
gmmm = : Event Address
e Event Date/Time 1 . .
* Cocktals and hors deures il b servd. Cockia attre. - e - Address first line + apply
italic font style
Join Us 1
Normal, Address 1
i HoSpacg 1 B PARAGRAPH STYLES
Heading 1 1a
— 1st paragraph
Title 12
[ Subtitle 1a
Subtle Emphasis a
e - Event Body
Intense Emphasis a
I Strong. a
= Quote la
B Y7V Y7 PS— |
Northwestern | Kellogg G 2
List: Recommended
~ Show direct formatting guides

Page 10f 1

PFind -

AaBbCdl asebocoe AABb assbeep sssvco AL 5. Replace

CustomR.. TNormal TBlockH., TBlockTet TRetumA.  Title

D@ Verdana (Body - (9 - A A Aa- A

A STYLE PANE

Clipboard () Font 5 Paraaraph o Styles & Edting

B T = T ——— e

# style Inspector  ~ % ( — _—

| Paragraph formatting

Normal

——— B PARAGRAPH STYLES

Pus hstiied L e



Printing the file:
1 Save file as a PDF.

2 To get the file printed, send an email to Quartet Copies in Evanston at
production@quartetdigitalprinting.com or Copy Center in the Global Hub at
quartet-jacobs@northwestern.edu with instructions below.

Please print on a thick card stock, one sided in full color and trim to size. The final
finished size is 5x7.

Provide delivery address and chart string #.

If the invite cards will be mailed, you’ll be able to purchase a branded A7 envelope through
iBuyNU starting in September.



