Instructions for using template: 

A) Front of postcards:
1) Download and save the postcard(s) of your choice
2) Using Word, open PostcardTemplateTables.doc
3) *Important: File|Save As, and give the file a different name (example: mypostcards) 
4) Go to the folder where you’ve saved your postcard(s).  Right click on an image filename and select Copy.
5) Return to the template and position the cursor in one of the boxes

6) Right click and select Paste
7) Repeat steps 4 to 6 for all 4 boxes

8) If borders are uneven, place cursor in document, then go to Table|Table Properties, and select Autofit to Contents
9) Save your new document with an appropriate filename

10) Print

B) Back of postcards:
1) Create the text & arrangement of your choice and save it in a new document
2) Open the original blank template from A, above
3) Cut and paste your text into each of the 4 boxes just as you did with the postcard images
4) Insert the printed postcard sheet into the feeder tray of your printer so that it will print the text on the blank side

C) Cut the postcards apart.

Thanks!

