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Instructions for Customization of Fact Sheets

(Revised August 23, 2011)

Prior to printing and/or electronic distribution of the fact sheets, take the steps below to insert your individual SMP contact information on each one.

1) Access the facts sheets on the SMP Resource Center website: www.smpresource.org by clicking: Resources for SMPs > Center Products > Fact Sheets.
2) Click the link to open the desired fact sheet.

3) Save the desired fact sheet document to your desktop, using the Save icon or by selecting the Save option from the File menu.

4) Scroll through each fact sheet and click in the area(s) which is/are designated for SMP contact information (found on the bottom of the last page). Customize as needed with your SMP’s logo, contact information, and/or grant language. 

a. Some fact sheets have a place for contact information on all pages!  

b. If you change more than your logo, contact information, and/or grant language, make sure to receive AoA Project Officer approval prior to dissemination!

c. As needed, reformat the new text to be consistent with other text in the document. Copy the format of other text in the document as follows:

i. Highlight the text in the document that you would like the new text to look like (i.e. a heading). 

ii. [image: image1.emf]Click on the format painter tool in the upper left corner. 

iii. Highlight the new text.

5) Repeat steps 2 – 4 for additional fact sheets as desired, to copy and/or distribute electronically. 
a. Tip: If distributing electronically, convert each fact sheet to a PDF file first.
