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Explanation and Instructions for
Printing Pages of Memorial Books
· Each printable page of the book is on a separate template which has been sized to match the pre-printed pages.

· The boxes in each template have been set to match the font type (Perpetua Italics)and size of the headings on the pre-printed pages.

· Each page has boxes with words printed in square [ ] brackets. These are prompts for the information that needs to be inserted. These words and brackets must be typed over.

· The text colour has been set at 50% black. This will vary according to your own printer - experiment before using pages. To change the intensity of the colour highlight the text and  change by clicking on Format – Font – Font Colour and selecting a higher or lower percentage of black. 
Each Book has a trace overlay on the front page. The trace on the religious and non-religious pages is soft green with a gum leaf and wattle free form pattern. The children’s book has trace with balloons and butterflies. Blank trace is available for company logo, details etc. if desired.

It is suggested that once you have entered your variable information you print a sample page and hold it up to the light against the pre-printed page to ensure it will sit on the pre-printed page in the correct position. Make any necessary adjustments. 
Page 1       “In Memoriam Page”.

This is a title page overlayed with trace. Space is available for company details and /or logo if required.  If you wish to put the company details only you will need to remove word “company logo” as well as text box. To remove box, left click on line of box and press delete. 
Page 2       Copyright details.

Page 3      “This Memorial Book”. Space is available for company details and/or logo if required [follow instructions on page 1]. 
Page 4         “Photo Page” This page provides an opportunity to either scan a photo (refer to instructions on word document) or for the family to insert a photo. Delete any instruction words left on the page after inserting photo. 
Page 5           “In Memory Of” Page. Boxes with prompts are available on this template to enter personal details about the deceased. The prompt boxes have been set mid-way between the headings on the pre-printed page. If you need to type more than the one line provided by the box use the cursor NOT the Enter key to go above or below the box to type the second line.

Page 6   Music Illustration and verse.

Page 7   “Services Page”  Boxes with prompts are available on this template to enter information about services, officiating and music. The prompt boxes have been set mid-way between the headings on the pre-printed pages. If you need to type more than one line do the following.

Use the cursor NOT the enter key to move from one line to the next.  For example if you need to type 4 lines under the “Services” heading.

· Use the cursor to go up  two intervals type one line

· Use the cursor to go to the next line - type there

· Use the cursor to go into the box provided - type there.

· Use cursor to go one interval below box - type there.

Page 8     “ Notes and Bearers”  Boxes are provided with prompts.

Type in these and then use the cursor to go to the interval below when more than one line of typing is needed.

Page 9     “Final Resting Place” One box is available with prompt. This allows for flexibility in stating whether cremation or internment and appropriate details The box is set at three paragraphs below the pre-printed heading. Type in that box and below. Check print preview for spacing.

Page 10   Illustration and Verse.

Pages 11 and 12  This is an interchangeable pre-printed page.

Version 1-Religious Verses

Version 2-Non-religious verses

Version 3- Children’s verses.

Pages 13 to 20    “Relatives and Friends”    Signing pages for Relatives and Friends. These have watermark backgrounds with page split in two for easier signing.

Page 21  “Family Record”  This page has prompts in square brackets. Type over these to enter names of Mother, Father and Partner. If you need to use more than one line use cursor not enter key to change lines.  These will be printed beside the headings on the pre-printed pages. Children and other family members can be typed over as well as intervals below if required. These will print below “Children and other Family Members” on the pre-printed page.

Page 22    “Newspaper Notices”.  This page has a prompt that can be typed over and below to insert information about newspaper notices.
Page 23   “Biographical Notes”.  This page has a prompt that can be typed over and below to insert information about the deceased’s life.

Page 24   Final Verse

Floral Cards Envelope. This page has a prompt in [square brackets]  to enter the name of the deceased. Space is provided for company details/ logo if required. Follow instructions as per page 1. Remove box and words “company details” if not required. 
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For assistance call: Denise Darby Tel: (02) 9416 3667 Fax:  (02) 9416 4080
or email: denisedarby@optusnet.com.au
Donald Reilly Pty Ltd 53 Sylvan Ave East Lindfield 2070

