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Joseph Phelps Vineyard menu card

1) Open the *Joseph_Phelps_Vineyards_Menu Card.doc” document in Word
Youwill see this image:

2) Highlight “Your event name’ with your mouse and type in the name of your event
Dothe same procedure to change the lacation, host's name and, if you have
a chef, the chef's name. Once done itis time to print and fold.
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3) Foldthe right side of your paper edge to the fold lines (very light in
color) called oLt in the image below’
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{Your event name}
{Date of your event}
{City, state of your event}
Hosted by
{Your name}
Prepared by Chef {Name if applicable}
[image: image7.png]



When you have your menu ready to print please remember to print page one of this file only.  If you print all you will print the directions again.

When you are ready to print your menus:

1. Select “File” from the tool bar 

2. Select “Print”

3. In the print window you will see “Print range.”  Please click the button next to “Pages:” and enter 1.

4. To the immediate right of this section you will see “Copies.”  Simply enter the “number of copies” you would like to print.

5. Click “OK”

[image: image2.jpg]







































