
 

TIPS FOR SUCCESSFUL PRINTING 

 

 
 

PLEASE PRINT THESE TIPS, AND THEN DOWNLOAD YOUR TEMPLATE FROM THE PRODUCT 

PAGE ONLINE TO GET STARTED! 
 
 
STEP 1:  SELECT AND OPEN YOUR TEMPLATE BY CLICKING ON THE TEMPLATE BUTTON ON THE 

PRODUCT PAGE.  

 REPLACE SAMPLE TEXT IN THE TEMPLATE BY HIGHLIGHTING THE SAMPLE TEXT, AND TYPING 

OVER IT.   YOU CAN THEN FORMAT THE FONT STYLE, SIZE, AND/OR COLOR WITH THE 

DIRECTIONS BELOW 

 FOR ADDITIONAL WORDING IDEAS, VISIT WWW.GARTNERSTUDIOS.COM AND ENTER “WEDDING 

WORDING” IN THE SEARCH BOX AT THE TOP RIGHT OF THE PAGE.  CLICK ON VIEW TO SEE MORE 

IN YOUR FAVORITE CATEGORY.  YOU CAN PRINT, SAVE, OR COPY & PASTE YOUR FAVORITE INTO 

YOUR PROJECT. 
 
STEP 2:  FORMATTING YOUR PROJECT - MAKE SURE TO TYPE YOUR PERSONALIZED TEXT FIRST! 

   TO CHANGE FONT STYLE AND SIZE, PLEASE HIGHLIGHT THE TEXT YOU WISH TO CHANGE, AND 

THEN CLICK ON FORMAT IN THE TOP TOOLBAR, AND SELECT FONT FROM THE DROP DOWN 

MENU TO OPEN THE FONT OPTIONS BOX.   (FOR WORD 2007, THE FONT FORMATTING OPTIONS 

CAN BE ACCESSED BY RIGHT-CLICKING AFTER HIGHLIGHTING THE TEXT, AND CHOOSING FONT 

FROM THE POP-UP MENU OR FROM THE HOME TAB.) 
 
STEP 3:   SAVING YOUR PROJECT: 

  TO SAVE YOUR PROJECT, CLICK ON FILE IN THE TOP TOOLBAR, AND SELECT “SAVE AS…” FROM 

THE DROP-DOWN MENU.  (FOR WORD 2007 USERS, CLICK ON THE “OFFICE” ICON AT THE TOP 

LEFT CORNER, AND SELECT SAVE AS<< WORD DOCUMENT).    A “SAVE AS” DIALOG BOX WILL 

THEN OPEN; IN THIS BOX YOU CAN SET THE LOCATION WHERE THIS DOCUMENT WILL SAVE (I.E. 
“MY DOCUMENTS,” “DESKTOP,” A DISK DRIVE, ETC) AND CREATE A TITLE FOR YOUR DOCUMENT.   
MAKE SURE THAT THE “SAVE AS TYPE” FIELD SAYS “WORD DOCUMENT” OR “MICROSOFT WORD 

DOCUMENT.”  CLICK ON SAVE TO FINISH.   ONCE YOU DO THIS, YOU WILL HAVE A COPY OF THE 

TEMPLATE SAVED TO YOUR COMPUTER, WHICH YOU CAN RETURN TO AT ANYTIME.   TO RETRIEVE 

THIS, LAUNCH MICROSOFT WORD, AND CLICK ON FILE<< OPEN TO BROWSE FOR YOUR SAVED 

PROJECT. 
 
STEP 4: BEFORE PRINTING, CHECK AND ADJUST THE FOLLOWING PRINTER SETTINGS:   
 (TO ACCESS THESE SETTINGS: CLICK ON FILE<< PRINT TO OPEN THE “PRINT DIALOG BOX.”  IN THIS 

BOX, CLICK ON THE PROPERTIES OR PREFERENCES BUTTON.   A NEW BOX WILL OPEN UP WHICH 

WILL CONTAIN THE VARIOUS SETTING OPTIONS WITHIN YOUR PRINTER.  SEARCH IN THESE TABS FOR THE 

SETTINGS DESCRIBED BELOW.) 

http://www.gartnerstudios.com/


 

TIPS FOR SUCCESSFUL PRINTING 

 

 
 

 PAPER SIZE:  DETERMINE THE SIZE OF YOUR CARDS BY MEASURING THE WIDTH AND HEIGHT. 
NOW IN THE PAPER-SIZE DROP-DOWN BOX, SELECT CUSTOM SIZE, IF AVAILABLE, AND SET THE 

PAPER SIZE TO THE APPROPRIATE PAPER SIZE.  
 

FOR THE INVITATION: 4.25” X 7.25” 
FOR THE RESPONSE CARD: 4.65” X 6.5” 

 
o YOU MAY ALSO NEED TO LOOK FOR A SECTION THAT SAYS “SCALE TO PAPER SIZE” - THIS 

SHOULD ALSO HAVE A DROP DOWN BOX WHERE YOU'LL NOW WANT TO SELECT CUSTOM 

SIZE.  (NOTE: NOT ALL PRINTERS HAVE THIS FEATURE OR NEED IT ADJUSTED. TEST PRINT 

PRIOR TO SELECTING THE “SCALE TO PAPER SIZE” SETTING.) 
 

 PAPER/MEDIA TYPE:   THIS IS TYPICALLY DEFAULTED TO „PLAIN LETTER PAPER.‟  SET YOUR 

PRINTER‟S PAPER TYPE TO CARDSTOCK OR HEAVYWEIGHT. 
 

 PRINT QUALITY:  CHANGE THIS SETTING TO BEST.   
 

OTHER PRINTING NOTES:  

 TEST PRINTING 
IT IS ALWAYS A GOOD IDEA TO TEST PRINT ON PLAIN PAPER CUT TO THE SIZE OF YOUR PROJECT BEFORE 

USING THE ACTUAL STOCK FOR YOUR PROJECT. TEST PRINTING ALLOWS YOU TO CHECK THE ALIGNMENT 

AND LOOK OF YOUR PROJECT, AND GIVES YOU THE OPPORTUNITY TO CONFIRM THE WAY IN WHICH THE 

STOCK WILL BE LOADED INTO THE PRINTER (FACE UP, FACE DOWN, ETC.). 
 

 MANUALLY FEED THE PAPER INTO THE PRINTER 
IT IS RECOMMENDED THAT YOU MANUALLY FEED THE PAPER, RATHER THAN PLACING A STACK OF PAPER ON 

THE PRINTER‟S TRAY. THIS WILL MINIMIZE THE CHANCE OF A PAPER JAM.  (YOU CAN SEND THE WHOLE JOB 

AT ONCE, BUT REMOVE ALL PAPER FROM THE PRINTER BEFORE SENDING. YOU WILL THEN BE ABLE TO PUT 

EACH SHEET IN ONE AT A TIME). 
 

 ADJUSTING THE MARGINS: 
ADDITIONALLY, IF YOU ARE STILL HAVING PROBLEMS GETTING THE CORRECT ALIGNMENT AFTER 

CHECKING THESE TIPS, YOU CAN ADJUST THE TOP MARGIN OF THE TEMPLATE IF THE TEXT IS PRINTING TOO 

HIGH OR TOO LOW.    TO DO THIS, YOU WOULD OPEN THE TEMPLATE AND CLICK FILE >> PAGE SETUP. 
THEN IN THE MARGINS TAB, EITHER INCREASE OR DECREASE THE TOP MARGIN ACCORDING TO HOW HIGH 

OR LOW THE TEXT IS PRINTING.  
 

 


