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USER LICENSE AND QUICK TIPS

B We have enclosed hard copies of the ReproEditable™ handouts you ordered and a CD ROM in

Microsoft Publisher, readable by versions of MS Publisher 2000 and newer. Note that slight differ-
ences in these MS Publisher programs may cause fonts to change or layered boxes to shift. This is

rare, but the problems are easily corrected by using your “Bring to front” and “Bring to back” but-

tons. They look like this:

osaft Puhlishe Bring to Front These buttons push objects like pictures and boxes for-

ward and backward and can help you move a box so text

L Thgld > shows completely in the event it is hidden. You may not

Bring to Back need these buttons at all.
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The fact sheets you requested are recorded in color as PDFs and also as MS Word documents. MS
Word document are conversions made from MS Publisher files. They are generally 99% the same,
but sometimes graphic elements alter. MS Publisher is a far better graphics program and we en-
courage you to use it exclusively. The diagram below shows how to make text reappear if it par-

tially hides inside a text box within one of the MS
Word file. The problem is rare, but ! Fle Edit Wiew Insert  Format  Tools  Tabl

it sometimes happens.
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To make hidden text reappear, highlight
it with your mouse and click
On “Clear Formatting” at the
top of your tool bar on the left.
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rlem and agreeing to treatment 1s an
2edingly difficult hurdle for an alcoholic —
that vou need to capitalize on before he is
» to change his mind. Have a specific

ment facility available so that you may act
7kly and decisively should you gain
;ipll’l.ll{‘ﬁ‘ You can find local treatment
/lltlE\ at

ﬂ(lfl eatment.samhsa.gov. You may also

B Make a PDF when you send fact sheets to others.
Don’t email a publisher document because they will
need MS Publisher to read it. Don’t use MS Word
either. It is too dynamic in different computers.
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M To edit fact sheets, copy all files to your com- ?:‘({L:‘ LERC e B L
puter. From there, you can make edits and save your g
new document. You will not be able to edit directly & S

on the CD.

M Occasionally a font used to create a ReproEditable™ fact sheet may not be on your computer.
Your computer will substitute another font.

B You may use the fact sheets any way you choose -- edit and add text, e-mail, place on your Web
site with a password! You are required to protect fact sheets if you put them on your web site so
unauthorized persons from around the world, can’t access them. You may imprint your EAP
name and phone number on the fact sheets, and duplicate them as many times as needed. You
may also use the information in other publications.




