Instructions for using your Stock Certificate Template
Now, filling-in your JSSCo Stock Certificates is as easy as 1-2-3. We’ve created these certificate templates to fit the layouts of all your favorite titles. Just open the template, enter the appropriate text (like name, award title, and date) and print. It’s that simple!
1) Open the attached template for your award and save to your computer. (Be sure to save to a location you can easily find. You might want to create a new folder on your desktop named “Custom Certificate Templates.”)
2) Click and drag with your cursor to highlight the text you want to replace, or just double-click inside the shaded box, and enter your own text. You can also use the TAB key to move from field to field.

3) Load your paper into the printer and print onto your awards. The margins, alignment, and paper orientation are predetermined by the template. (You may need to refer to your printer’s manual for instructions on how to properly load the paper.) The shaded areas and grid lines in the template will not print – only the text that is entered.
That’s all there is to it! Now you can personalize your awards quickly and easily.
Don’t forget to check the status bar at the bottom of your screen for useful information – the F1 Help messages may change depending on the particular field you are using, so be sure to check them all. If you do not see the status bar check the Help menu for information on how to display this item on your version of MS Word. (Mac users may not be able to access the F1 help menus.) For your convenience we’ve compiled the following tips to point out a few things you might want to keep in mind.
· Always print a test page on blank paper to be sure the paper is loaded properly. You can hold it up to one of your certificates to check that everything fits.
· If you experience any problems and “mess up” the template spacing, etc. you can always open a new template and start from the beginning.
· Unless you are an advanced user and proficient with various levels of MS Word, we recommend that you do not unlock the templates for editing.
For advanced users…

· If you want to edit the text (to change the typestyle, font size, etc.) you first have to unlock the template. Press the “Protect Form” button on the Forms toolbar to toggle between locked and unlocked mode. (If you do not see the Forms toolbar, select the View menu, point to Toolbars, and select Forms.) You must lock the template again to begin filling-in the fields.

· Microsoft Office 2007 is completely different from any other Word they’ve released in the past. If you are using Microsoft Office 2007 you must go above and on the right hand side of the banner portion, click Review. Then, on the right hand side, you’ll see a button reading, Protect Document. Click that and a side screen will appear. At the bottom you’ll see a button that reads, Stop Protection. Click on that and you’ll be free to edit the template!

· Remember that anytime you make changes to the font size, etc. you may alter the spacing on the entire document. (For example, if you decrease the font size for the Name line from 26 to 24 points, you will need to increase the point size of the blank space above the Name from by 2 points to make up the difference.)
