
Family storytelling
Bring your children aged 4-8 years

The description of the event goes here. Join us for a fun 
afternoon of storytelling with ... ...

Anytown Library 7 October 2020

2-4pm

Before you start:
Opening the template will create 
a new document. 

Make sure you are in ‘Print layout’ 
view (View > Print layout).

Then go to: File > Save as > 
Select ‘Word document’ from 
dropdown > Click the ‘Maintain 
compatibility’ box > Save.

Click on the text box once to select 
it, then double click so you can 
highlight the text inside.

Highlight all the text, then type  
in your own to replace (this will 
retain the text formatting).

Click on the text box once to 
select it, then double click so you 
can hightlight the text inside:

–  Highlight the header then type  
in your own event title.

–  Highlight the subhead then type 
in your own event subtitle  
(or delete if not needed).

–  Highlight the description text, 
then type in your own.

Doing it this way will retain the 
text formatting.

Highlight the words ‘insert your 
logo here’ and delete them.

Without moving the cursor, go to: 
Insert > Pictures > Find your logo 
in your computer files > Insert.

Resize your logo if it is too large, 
using the corner points to keep 
the proportions (see this example 
for an indication of size – bigger is 
not better!)

The logo should be aligned right.

If your description text is short, 
insert paragraph returns above the 
logo so it sits above the footer as 
in this example.

Event poster 
Word template
(no photo)

The background design is set in 
the footer of the document, and 
therefore will appear faded on 
your screen (but will be full colour 
once printed/made into a PDF).

Click on ‘close footer’ to return to 
the text boxes if you activate the 
background by error.

To create a PDF for emailing  
or online posting:
Go to: File > Save as > Select 
‘PDF’ from dropdown > Save.

When printing/making a PDF:
If you get a message warning that 
an image is outside the printable 
area, ignore it and continue.
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Highlight the words ‘insert photo 
here’ / ‘insert your logo here’ and 
delete them.

Without moving the cursor, go 
to  Insert > Pictures > Find your 
photo/logo in your computer files 
> Insert.

Resize your photo/logo if it is 
too large (see this example for an 
indication of size), using the corner 
points to keep the proportions.

The photo should be centered and 
the logo should be aligned right.

If your description text is short, 
insert paragraph returns above the 
logo so it sits above the footer as 
in this example.

Event poster 
Word template
(with photo)

The background design is set in 
the footer of the document, and 
therefore will appear faded on 
your screen (but will be full colour 
once printed/made into a PDF).

Click on ‘close footer’ to return to 
the text boxes if you activate the 
background by error.

Click on the text box once to select 
it, then double click so you can 
highlight the text inside.

Highlight all the text, then type  
in your own to replace (this will 
retain the text formatting).

To create a PDF for emailing  
or online posting:
Go to: File > Save as > Select 
‘PDF’ from dropdown > Save.

When printing/making a PDF:
If you get a message warning that 
an image is outside the printable 
area, ignore it and continue.

Click on the text box once to 
select it, then double click so you 
can hightlight the text inside:

–  Highlight the header then type  
in your own event title.

–  Highlight the subhead then type 
in your own event subtitle  
(or delete if not needed).

–  Highlight the description text, 
then type in your own.

Doing it this way will retain the 
text formatting.

Before you start:
Opening the template will create 
a new document. 

Make sure you are in ‘Print layout’ 
view (View > Print layout).

Then go to: File > Save as > 
Select ‘Word document’ from 
dropdown > Click the ‘Maintain 
compatibility’ box > Save.


