Using the Transition Cafe Flyer Template
This version of the Transition Cafe Flyer template is designed for people to use to advertise your event.   It is really easy to use – honest!
Note you may want to have an image readily chosen and sized to fit the box provided beforehand but if not there are quite a few available through clipart from word which may meet your needs
Make sure you’ve got the date and day correct – (a mistake I’ve made before), The speakers details and talk description.
Creating the Flyer
1. Save a copy of the file TransitionCafe – Flyer Template.doc  to your computer.
Your find it online :www.transitioncitylancaster.org  - look in the right hand column
This is in Word 97-2003 format
2. Open the file in Word
3. Use  ‘save as’  to give it a name for your particular event
You’ll notice that it is a two page document. 
4. Change each of the sections of text as described on the page
5. Save the file again to store your changes.
Printing
Printing A4 Flyer
Simply print the document and you’ll get 2 copies of the poster 
1. File, Print
Printing an A5 flyer (Half A4 size)
1. [image: ]From the File menu, Choose Print, 
2. Choose 2 pages per sheet 
3. Click OK – 
Both pages will print side by side on a landscape A4 page!  You can now print loads and also attach the file to friends for them to print
Send a copy of the file to steve  or SamagitaSteve@guiver.plus.com
Samagita@talktalk.net for the |TCL website
For inclusion on the website
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