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Download the font

Before open the file, please download and install the fonts first:

https://fonts.google.com/specimen/Marcellus
(font designed by Astigmatic)
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Open the file

Adobe indesign (.indd & .idml)

We provided two files of adobe indesign.
The .indd for adobe indesign cc.
The .idml for adobe indesign cs4 and higher version.

Microsoft word (.docx)

We provided .docx file of microsoft word,
which compatible for microsoft word 2010 version
and higher version.

Note

This file is editable in adobe indesign & microsoft word only.
It will not work in pages, google docs, adobe photoshop
or other program.
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(Adobe indesign)
How to insert
image/picture

Step 01

Click the image placeholder. you can
see dll the image placeholder are in

w the layer image placeholder.
Search Adobe Stock... Step 02
Place.. 1y Choose file > place or press “ctrl+d
Place from CC Libraries... (Comm(]nd+d on mCIC)",
Import XML.. And then choose your image from
Import PDF Comments... your device.
Step 03
- To make your image fit the

placeholder proportionally, choose

W : o :
Object > Fitting > Fill Frame
Proportionally.
B the image display credit : Steps continue in next page >

photo by samuel zeller
on unsplash
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(Adobe indesign)
How to insert
image/picture

Step 04

- If you want to re-arrange the image
position in placeholder, click left twice
and move your image in placeholder.

Step 05

You can resize the image in
placeholder, but remember to hold
press key shift to keep your image size
proportionally.

W

W the image display credit :
photo by samuel zeller
on unsplash

made by LEAFLOVE



PAGE 7

(Adobe indesign)
How to change the color

Step 01

Go to swatches panel. If you not found
Tint: | 100 swatches panel, choose Window >
Color > Swatches.

o Swatches

Step 02

Choose and click left twice the color
that you want to change in swatches
panel.

Step 03

Change the color percentages into
your color that you want.

Steps continue in next page >
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(Adobe indesign)
How to change the color

= Step 04
X
, Click ok when you are done.
(o) The objects with the first color will
[ Preview change into your new color.
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(Adobe indesign)
How to change font using
character styles

Step 01

You can change the font in document with character styles
without change it in each text.

Step 02
¢ Character Styles . Paragraph Go to character styles panel. If you not
Sample font Regular found character styles panel, choose
[None] Window > Styles > Character Styles.
~ [l Sample font
ol Step 03
« [l Sample font Click left twice at the font layer.

Sample font Regular »

Sample font bold

Steps continue in next page >
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(Adobe indesign)
How to change font using
character styles

Step 04

In the character styles options, click
basic character formats.

General

Basic Character Formais %

Advanced Character Formats

Step 05

At the font family form option, click
and choose your new font.

Font Family:

Font Style:

Size:

Keming:

Step 06
Click ok when you are done.
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(Adobe indesign)
How to duplicate pages/
create new pages

-~ B Step O1
FETLHES s Pages LL LiDrarnes

= Go to pages panel. If you not found
pages panel, choose Window > Pages.

Step 02

Click the page that you want to
duplicate. Hold key shift to click more
than a page (spread).

Step 03

Click the drop down menu in pages
panel. The drop down menu is at top
right side.

% Pages CC Libraries 'Ei

Steps continue in next page >
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(Adobe indesign)
How to duplicate pages/
create new pages

Insert Pages... Step 04
Move Pages... Choose and click duplicate pages/
Duplicate Spread W Spread

Delete Spread

Print Spread...

Step 05

The new duplicate page/spread will
appear at the end of the document.

Step 06

Click the new duplicate page/spread
to move them. Hold key shift to click
more than a page (spread).

Steps continue in next page >
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(Adobe indesign)
How to duplicate pages/
create new pages

Step 07
& Pages CC Libraries =
- h Click the drop down menu in pages
i panel. The drop down menu is at top
a right side.
Insert Pages... Step 08

Move Pages.. 1y Choose and click move pages.
Duplicate Spread

Delete Spread

Print Spread...

Step 09

You can choose where you want the
new duplicate pages move by fill the
available options. When you are done,
click ok button.
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(Adobe indesign)
How to delete pages

-~ B Step O1
ETIIES s Pages LL LiDrarnes

= Go to pages panel. If you not found
pages panel, choose Window > Pages.

Step 02

Click the page that you want to
delete. Hold key shift to click more
than a page (spread).

Step 03

Click the drop down menu in pages
panel. The drop down menu is at top
right side.

% Pages CC Libraries 'Ei

Steps continue in next page >
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(Adobe indesign)
How to delete pages

Move Pages... Step 04
Duplicate Page .
5 Choose and click delete pages/
elete Page 3
spread.
Print Page...
Mew Master...
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(Adobe indesign)
How to edit master page

|objects that appeared in all pages]

-~ B Step O1
FETLHES s Pages LL LiDrarnes

= Go to pages panel. If you not found
pages panel, choose Window > Pages.

Step 02

Click left twice at page thumbnail in
Inside master page.

es o Pages CC Libraries

master page

Master Page Step 03

You will enter master page. you can
edit page number and objects in
master page.

Steps continue in next page >
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(Adobe indesign)
How to edit master page

|objects that appeared in all pages]

Step 04

After you have finished edit the master
page. Click left twice on page, to back
to your document.
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(Adobe indesign)
How to duplicate and add
new row [/ column in table

Step 01

Sampietet _ Sampl e This file is using table in some
el Sanpieien contents. You can see which contents
are using table in the layer table.

sampie et sampie bext

Step 02

Sampistet _ Samols text Click type tool or press “T". Then click
and drag the row or column that you
want to duplicate.

Step 03
Gampletext_ Sampe press “ctrl+c (command+c on mac)”.

Steps continue in next page >
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(Adobe indesign)
How to duplicate and add
new row [/ column in table

2

Split Cell Vertically Step 04
Paste Before Click right, and then choose
Paste After

R paste after or paste before.
Distribute Rows Evenly
Distribute Columns Evenly
o _ Step 05
Sampietext  Sampe et New duplicate row or column will
Samipds text Sample text CI p peq r

Samipde text Eample text

Step 06 (To add blank row [ column)

You can also add new blank row or column in the table by
following the next steps.

Steps continue in next page >
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(Adobe indesign)
How to duplicate and add
new row [/ column in table

Step 07

Sampieten Sampiete Click type tool or press “T”. Then click
S ea——— S at the row or column where do you
want to add more.

Insert White Space Step 08
insert Bresk Charecter Click right and then choose insert >
Insert 3 row or column.

Delete
Select

Step 09
Insert After you choose row or column, you
Number: | can insert how many rows or
© Above columns. Fill the other option.
() Below When you are done, click ok.
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(Adobe indesign)
How to delete
row [ column in table

Step 01

Sampietet _ Sampl e This file is using table in some
el Sanpieien contents. You can see which contents
are using table in the layer table.

sampie et sampie bext

Step 02

Sampistet _ Samols text Click type tool or press “T". Then click
and drag the row or column that you
want to delete.

Cell Options Step 03

Insert Click right, and then choose delete >
Delete s row or column.

Select

Merge Cells
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(Microsoft Word)
How to edit the text box

Step 01
All text and table are using text box.

&

: Larem ipsum dolor 51
" amet consequi

Step 02

To change or edit the text in text box,
click the text box and click again

.

: Larem ipsum dolor 51

 amet consequil | “lit
- W C iInside the text box.
¢ Step 03
"Loremipsumdolorsi | If the text box does not enough to
| amel consequl. Yolore, | contain your contents, you can extend
consequias sidicabor .
vendita similit. the size of text box.
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(Microsoft word)
How to insert
image/picture

Step 01
Click left the image placeholder.

Step 02

a1 Add-ins w:r ??__J-:lj -

y Add-ins = Wikipedia Media

In the menu bar, click shape format.

Mailings Review View Step 03
= In the shape format toolbar,
Abc| » S click shape fill arrow down icon.

Steps continue in next page >
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(Microsoft word)

How to insert

image/picture

W More Fill Colors...

M Picture... &
>

. Gradient

~L Texture

|

e Format

Picture I"1:|rrr:atl3

"'u'"".n'n‘ -

P
Picture Picture Alt
Border Effects Taxt

B the image display credit :
photo by samuel zeller
on unsplash

Step 04

In the shape fill drop down menu, click
picture and choose your image from
your device.

Step 05

Your image have appeared in the
placeholder now, but you can edit the
image position in placeholder by
following the next step.

Step 06
In the menu bar, click picture format.

Steps continue in next page >
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(Microsoft word)

How to insert

image/picture
3
B StepO7
o ¢ 3l Heght: In the picture format toolbar,
= 3 . .
e B = R click crop arrow down icon.

Crop to Shape >

| Aspect Ratio -
" Fil ,

Fit

I'—_ 3
I

)

B

B the image display credit :

photo by samuel zeller
on unsplash

Step 08
In the crop drop down menu, click fill.

Step 09

You can arrange your image position
in the placeholder and resize the
image in the placeholder.
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(Microsoft Word)
How to change
the text color

¢ Step 01
LOREM IPSUMDOLOR | Drag the text that you want to change
31 AMET. : the color.
- Av v BAp = Step 02

In the home toolbar,

F
I=
Il
il

W ) :
click text color arrow down icon.
Theme Colors Step 03
| i Choose the new color from theme
colors or click more colors to input
| your new color percentages.
_MEmmEziEE
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(Microsoft Word)
How to change
the shape color

Review View Shape

&Sl £ -

% A
Mo Fill
Theme Colors
H BEEN NN
-Illlllull

Step 01

Click the shape that you want to
change the color.

Step 02

In the shape format toolbar,
click shape fill arrow down icon.

Step 03

Choose the new color from theme
colors or click more fill colors to input
your new color percentages.
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(Microsoft Word)
How to change font using
character styles

Step 01

You can change the font in document with character styles
without change it in each text.

Step 02
el ¢ Go to styles panel. You can find styles
i = panel in home toolbar.
Step 03
B Search for “font used-regular” in the
: gl % styles panel. Click the arrow down

icon.

Steps continue in next page >
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(Microsoft Word)
How to change font using
character styles

Step 04
Choose and click modify style.

Select All

R
Daleta...
Update to Match Selection

Formatting step 02

% In the modify style, click at the icon
arrow down in formatting. Choose
your new font.

Step 03
Click ok when you are done.

Cancel OK
- X3
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(Microsoft Word)
How to duplicate pages/
create new pages

Step 01

Choose where do you want to create a new page.

For example, if you want to create new page after page 3, then
go to page 3.

Page 3 Step 02
In the page 3, place your cursor at the
1 2% .. .
beginning of the page (at point
number 2).
Step 03
— In the menu bar click insert and in the

insert toolbar, click blank page.

Cover EBlank Page Tabbe
Page Fage Break

Steps continue in next page >
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(Microsoft Word)
How to duplicate pages/
create new pages

New Page Step 04

The new page have appeared, now
choose which page do you want to
duplicate. for example page 3, then go
to page 3.

Step 05

Click and drag the cursor from
beginning to bottom and from bottom
to beginning of the page until all objects

R in page 3 are covered in blue area.
Step 06
. Click copy icon in the home toolbar or
e U you can press “ctrl+c
¢ (command+c in mac)”.

Steps continue in next page >
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(Microsoft Word)
How to duplicate pages/
create new pages

New Page Step 07

Go to the new page and place your
cursor at the beginning of the page
(at point number 1).

A 2

Home Insert Draw Step 08
- X Click paste icon in the home toolbar or
pf_; you can press “ctrl+v (command+v in
> mac)”.
Step 09

All the objects in page 3 have
appeared in the new page now.
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(Microsoft Word)
How to delete pages

Step 01
Choose the page that you want to delete. Example, you want

to delete page 3.

Step 02

Click and drag the cursor from
beginning to bottom and from bottom

fﬂf'%:h-_uw to beginning of the page until all objects
S e in page 3 are covered in blue area.
Step 03
Press delete on your keyboard.
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(Microsoft Word)
How to duplicate and add
new row [/ column in table

This file is using table in some contents. When you click a text
and in the menu bar, there is “table design” menu appear,
then that text or contents are using table.

Sample text

Sample text

Sample text \3

sample bext

Sample text
Sample tekt

Sample text
sample et

Sample text

Sample text R

Step 02

Click and drag the row or column that
you want to duplicate and then press
“ctrl+c (commmand+c on mac)”.

Step 03

Place your cursor at the row where do
you want your new duplicate row will
appedar. The duplicate row will appear
after that row.

Steps continue in next page >
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(Microsoft Word)
How to duplicate and add
new row [/ column in table

2

" L - Step 04
: In the menu bar, click paste arrow
down icon. And then choose and click

7 Nest Table
"L Merge Table

insert as new rows.
|| Overwrite Celis
_ Step 05
N e G Your new duplicate row or column will
g T appear.
Sample text Sampbe text

Step 06 (To add blank row [ column)

You can also add new blank row or column in the table by
following the next steps.

Steps continue in next page >
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(Microsoft Word)
How to duplicate and add
new row [/ column in table

3
Step 07
i s Click the row or column where do you
— e want to add more.
Step 08
Insert Click right and then choose insert.
Delete Cells...
Split Cells...
Borders and Shading...
Columns to the Left Step 09
Columns to the Right After you choose insert, choose the
EEE ;“;’l‘i‘f available options as your need.
Cells... The new row or column will appear.

Takhla
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(Microsoft Word)
How to delete
row [ column in table

Step 01
Surplatut  Souplttud Click and drag the row or column that
_Sample text ample text
sampletent sompletext you want to delete.
Step 02
Insert Click right and then choose delete
Delete Cells.x3 cells.
Split Cells...
Borders and Shading...
Delete Cells Step 03
) e sene After you choose delete, choose the
it celis up . .
Delete entire row available options as your need.

Delete enting column

Cancel |
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(Microsoft Word)
How to insert your logo
to the template

Blank Document Step 01
Create new document [ blank
document.
OECal Draw  Design Step 02
== . In the menu bar click Insert > Picture.
el Bl Choose your logo from your device.
age  Braak
Step 03
After your logo appear in the new
Lo | document, click left in your logo.

Steps continue in next page >
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(Microsoft Word)
How to insert your logo
to the template

Step 04
In the menu bar, click picture format.

M New Document
Picture Format S

w B e P

Vikipedia Media Link Bookn

In the picture format toolbar, click

BN StepOS
=

. | wrap text.
Yosition  Wrap Bring Senc
Text Forward Backw:
~ Top and Bottom Step 06
= Behind Text Choose or click in front of text.

v In Front of Text

1~ Edit Wrap Boundary

Steps continue in next page >
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(Microsoft Word)
How to insert your logo
to the template

Blank Document

LoD

DHSPLAY

\ 1

The Template

The Template

Lo

Step 07

Click at your logo. Click right and
choose or click cut.

Step 08

Open the template file you bought,
paste your logo there (click right and
then choose paste).

Step 09

Move and replace your logo to the
logo placement and resize your logo
to fit the logo placement size.
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(Microsoft Word)
Print suggestion for booklet

Step 01
This steps are for printing in booklet format.

Step 01
Save your document to pdf.

Step 02

Open your pdf file. In printing format, choose “booklet” in page
sizing & handling.

made by LEAFLOVE



PAGE 42

Thank you

Thank you for download this item.

For more question, please contact us at
leafloveid@gmail.com
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