Invitation Card Directions

On the web sited, double click on the RMJC Invitation Card link. It should open in Word on your computer.

Click File, Save and save it to a directory on your computer. Be sure you remember where you saved it. Save it under a name like: 

Gordon’s RMJC Invitation Cards.doc

When the document is open, you should see several gray boxes. This is where you are going to type your name and phone number. If you do not see these gray boxes, click View, Toolbar, Forms. You should see the following icons: 
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. Click on the  icon. The gray boxes should become visible. 

With the document open, type your name and phone number in the gray boxes. There should be just enough room at the end of your phone number to type Hm, Wk or Cel if you like.  If you want to save some time, once you have your name and phone number typed in the first card, you can use your mouse to drag over it and copy it to the other cards. Do the same with your phone number.

Print the document on business card stock so you can easily separate the cards.

Be sure to save the document with all the blanks filled out to a meaningful name such as Gordon’s RMJC Invitation Cards.doc. That way next time you need more cards, you will not have to retype everything.
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