
Creating Your Brochure with 123Print® Brochure Paper and Microsoft® Word for Macintosh®

You’ve chosen a 123Print Brochure paper design; now it’s time to make it into your brochure!  

While Word has many functions that are useful for creating a great brochure with 123Print Brochure Paper; we 
have outlined a few of the most important steps and tips for using the Brochure Paper Template you 
downloaded below to bring your brochure to life.
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ABOUT TEMPLATE PLACEHOLDER TEXT

All of the text you see in your brochure template is 
placeholder text.  It is there to give you an idea of where 
to put certain text to create an effective brochure.

Some of the placeholder text simply tells you what 
to replace it with; while some tells 
you what professional designers 
and communicators generally use 
the area for, along with suggestions 
of what to put there.
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ADDING ADDITIONAL HEADLINES, 
SUBHEADS AND BULLETS
1. Separate the text that you want to use as a headline, 
subhead or bullet using the enter key.

2. Style that portion of text as outlined above.

Section Tips

Bulleted and numbered lists can be set up with the “Bul-
lets and Numbers” found under “Format” in the upper 
menu bar.

Subheads and secondary headings used to break a larger 
amount of text into sections makes your brochure easier to 
read and scan for the most important information.

USING IMAGES IN YOUR BROCHURE
1. Find a place amongst your text where you wish to place 
a photo, logo or other image.
 -  If placing in between text, click at the end of the line 
that will be above your image and use the “Enter” key.
 -  If placing before or after text, click at the beginning or 
end of the text and use the “Enter” key.

2. With the cursor blinking on an empty line, choose 
“Insert” from the upper menu bar; followed by “Picture” 
and “From File”

3. Find and select the image file on your computer – it will 
appear where your cursor was.

4. Click on the image to see a box appear around it, click 
and drag on a corner to size it so that it and your text fit 
inside the text area in the document.

5. With the box still showing around the image, click one 
of the paragraph alignment buttons in your toolbar to 
make it align with the left, right or center.

Section Tips

Preparation of images for size and quality in image editing 
software outside of Word will make them easier to use.

Double clicking on the image will show you a window with 
its properties that you can use to adjust size and other 
more advanced properties of the image.

If you don’t have paragraph alignment buttons on your 
toolbar, click on “Format” in the upper menu bar; 
followed by “Paragraph” and choose your alignment from 
the pull-down menu.

!
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