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MAGNETIC SHEETS | uline.com
LASER PRINTABLE

INSTRUCTIONS

GENERAL INFORMATION (=~ NOTE: Due fo printer variance, margins and
table measurements may need to be slightly
e Store flat. adjusted.
* Keep magnets away from credit cards. CREATING TABLE

* Avoid prolonged exposure fo direct suniight 1. On the toolbar ribbon, click the INSERT tab.

NOTE: This product will work in most laser 2. Click the TABLE button, then INSERT TABLE.

printers.
3. Edit TABLE SIZE: 2 columns and 5 rows. Click OK.
PC USERS MICROSOFT WORD 2010 (See Figure 3)
SET UP .
Figure 3
SETTING MARGINS F 2 57
_ _ Insert Table . i
1. On the toolbar ribbon, click the PAGE LAYOUT tab.
2. Click the PAGE SETUP square icon. (See Figure 1) Table size
Figure 1 Mumber of columns: 2 :
% 2 HU . T@: JPA?T?-F Mumber of rows: 3 =
§ ome nse age Layou eTerences atings Review
: I [A J '3 1—1 J ;;]I fi:::lsu;mers - j . .
I‘.-1a|.-:;ins Orien}atinn Sifi Columns :ﬁ:l' AR '.-‘.-atevrnr 4 R|ghf mouse C|ICk over the f0b|e Gnd SeleCf
Themes | Page Setup - Pag TABLE PROPERITIES. (See Figure 4)
H ; 1 e 4
3. Edit MARGINS: top and bottom .50" left and right l_z
.75". Click the OK Button. (See Figure 2)
Figure 2
Page Setup ? li Si
. Margins : Paper ._ Layout
Margins
Top: .5 5 Bottom: .50 3
Left: 75 = Right: 75 E
Gutter: 1 = Gutter position: Left B
Qrientation
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INSTRUCTIONS CONTINUED

PC USERS MICROSOFT WORD 2010 MAC USERS MICROSOFT WORD 2010
SET UP CONTINUED SET UP

CREATING TABLE CONTINUED SETTING MARGINS
5. On the TABLE tab, click BORDERS AND SHADING 1. On the toolbar ribbon, click on LAYOUT tab.
button. On the BORDER tab, make sure SETTING is set (See Figure 8)
at NONE. Click OK (once). (See Figure 5)
Figure 8
Figure 5 |‘ Word File Edit View Insert Format Font Tools
Borders and Shading E 006 " " " "
e BOH® %06 & 0 6 9 fF
Borders | Page Border | Shading |
= ] # Home ] Layout [ Document Elements | Tables | Charts | 5
Setting: Style: Preview . . Bensisatiic Maigins
- \—‘;I Ch%kugutnoﬁgag;aargﬁslobuo\'rg Ll_-‘;' I:' . d:-h' Top: 1 5| Bottom: 1 % ﬁ:‘E‘:'
; Orientation  Size  Break  Margins Left 1257 Right: 12531 piraction
g Box || T = o S TR——— g ------- T
[ss]im

2. Edit MARGINS: top and bottom .50" left and right
6. Onthe ROWtab, check the SPECIFY HEIGHT button .75". (See Figure 9)
and set it to 2". Row Height = Exactly. (See Figure 6)

Figure 9
Figure 6 o
" - 0 e o e (E. [
Table Properties |ii| ﬁ @ E el U | E ‘? IKD . i T 5 L_l i
k Home ] Layout [ Document Eleme T Charts | Smar|
| Table | Row | Column I Cell | Alt Text Page Setup Margins
kg == B Top: 0.5 %/ Bottom: 0.5 = \ = -
Rows 1-5: - I - —— d:l—] = —| ¢ =) =
: i : = - =
size !n_ta‘tion Size  Break @ Margind\ Left: 0.755) Right: |0.75 [ : pyfaction Caly
[¥] spedify height: |27 = Row heightis: |Exactly IZ|
T B
Options -
[¥] Allows row to break across pages
] Repeat as header row at the top of each page
CREATING TABLE
7 gﬂft'é:’;r%os‘;’mg%bsc'&igi *32 ’(’ggg Egkﬁf’e V;']’DTH 1. On the foolbar ribbon, click on TABLES fab.
e ) 9 (See Figure 10)
Figure 7
9 Figure 10
Table Properties |_‘§3_§§_| =
B Documentj
_i_':l'able |_.§EW_| Column l Cell I Alt Text i E ) o ] ﬁ ‘} LC_D' 4' q ' D ﬁ 100% [ =] @
Columns 1-2: Layout | Document Elemants | Tables l Charts | SmartArt | Review
Size ! Table Options Table Styles
jader Row First Column
[¥] Preferred width: | 3.5" 2| Measurein: |Inches |Z| al Row Last Column :
hded Rows Banded Columns :
w‘iEreviousColumn| |I¥ﬂextCqumn """ §.1|.2|.3|.4|

See page 3 For Prinfing Tips. NOTE: Due to printer variance, margins and

table measurements may need to be slightly
adjusted.
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INSTRUCTIONS CONTINUED

MAC USERS MICROSOFT WORD 2010 5. On the toolbar ribbon, select the TABLE LAYOUT
button. Click on PROPERTIES and then select the
SET UP CONTINUED ROW tab. Check the SPECIFY HEIGHT butfon and set
CREATING TABLES CONTINUED it to 2". Row Height = Exactly. (See Figure 15)
2. Click on NEW button at far left. Select 2 x 5 table size, Figure 15
and click to create table. (See Figures 11 and 12)
e e —
Figure 1 Ps: %1 E % % ﬁ Merge s%u suﬁm gilx:l:li( 2.2 Distribute Columns \Tiq‘n
@00 [Z] Document1 I ﬁ :Tab:L.Pru:En\:i. —
Fl-EOHS o D& 0 e 1 EF 8 e e ’
A Home | I.:y:u; .‘ Document Elements | Tables | Charts | Smarmr.:h‘lsnﬁkeview | ITEWM SolumnaiGellaleAlilex)
%j T_;_.\imww st Column - ;::eciﬁhught [ | [}) Rowheightis: Exactly
OO0O0O00 et
I O
SEmsamas 6. Select the COLUMN fab. Check the PREFERRED
I WIDTH to 3.5". Measure In= Inches. Click OK.
Figure 12 (See Figure 16)
Figure 16
Hepbog o= = @i~ ol
‘.ﬂ.j.,1.j.2}.j.gf.ﬂ..‘.‘.;‘.‘.m.‘.u
3. Click on the TABLE LAYOUT tab, PROPERTIES, BORDERS Tabie Propertes
AND SHADING, and set SHADING to NO FILL. (Table | row TN Cen | Avtext )
(See Figure 13)
o preferredwicth 3.5 | 1] Measure in: [ Inches
Figure 13
en(“;em:us | Ta;:les 2 Ta;Lay:n: —WCT:::MQL SmartArt | Review | —
‘:I:’r:: = Shading ‘m e 41 PRINT'NG TIPS
ga ----- = D_TE:Z:%E:DD; (=~ NOTE: Load one sheet at a time.
UIWWWW « Set printer to highest quality print setting and use the
Strdald Colar) settings for heavyweight paper, if applicable.
| [ [ miml || ]]]
o '_ * Do a print test on plain paper first to verify alignment

with the magnetic sheet. Make adjustments if

. needed and print a new test page on paper until
4. Click SETTINGS, PROPERTIES, TABLE, BORDERS

satisfied.
AND SHADING. Click none. On the BORDERS AND
SHADING menu, select BORDERS and set to NONE. * Handle the magnetic paper by the edges to avoid
(See Figure 14) damage to the printable surface.

* Follow loading instructions of your laser printer.

Figure 14 . . .
° Check to see if your printer prints face up or face
shading % - . - | [TT7orw
Lines ‘J' M Q,S 112 pt 5| g Erase down.
—— NOTE: Compatible with Avery® templates
Sorders 2nd Shading #5371 (portrait) and #8371 (landscape)*.
| [T Page Border | Shading |
e *Avery® is a registered trademark of Avery Dennison. Reference to
seuind . ’é‘ me _— - Avery® and its model numbers are for comparison purposes only.
1o e Uline and the Uline brand magnets are not affiliated with Avery®.
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