Printing quarter-page cards on a single letter-size page.
January 2010
The embedded WinZip file contains two Word templates:

2x2CardV.dot for cards in portrait orientation

2x2CardH.dot for cards in landscape orientation.
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Double-click the icon to open the WinZip file and extract the two .dot files into either your User template folder or Group template folder. To find where that is, in Word 2007: Office button, Word Options, Advanced, scroll to bottom, File Locations; in previous versions: Tools > Options > File Locations.

The cards are set up with a margin of 0.2” on all four sides of each cell, resulting in a usable cell space of 3.85 x 5.1 inches. If your printer needs more margin space, I recommend you do not change the page or cell margins, but create the additional space by either of these methods: 

· Format > Paragraph, and apply indents and space before;
· insert a text box sized and positioned to provide the desired amount of white space around the edges of the cell.

If each cell is to have the same content, compose your text and tweak the formatting in one cell, then copy it to the others. 
To create additional pages, open a blank document using the template, and Edit > Select All, Copy, then Paste below the bottom row of your current last page. 
NOTE: As provided, the templates do not provide for flowing of text from one cell to the next. If text overflows the cell size, the excess will be cut off.. To create a set of cells through which text will flow, insert a text box into each cell and link them together. In Word Help, look up text box in the index, and see the topic Continue a story elsewhere with linked text boxes.
If you open the margin dialog, you will most likely get a warning message about margins being outside the printable range – you click ignore. You will not receive this warning when you print.
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