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Switching between printing graphics 
and leaving blank space for pre-printed graphics.

October 16, 2007
This page can be switched between printing the graphic letterhead on plain paper, or leaving blank space for use with pre-printed letterhead. To see make the letterhead elements visible onscreen:

In Word 2007: Office button, Word Options, Display, check Hidden Text

Previous versions: Tools > Options > View, check Formatting marks > Hidden text. 
A) To print the graphics on a blank page:  
Word 2007: Office button, Word Options, Display, under Printing Options turn on Print Drawings and Print Hidden Text
Previous versions: Tools > Options > Print and under Include with document, turn on the Hidden text and Drawing objects check boxes. 

B) To print the page without graphics, but with space reserved for pre-printed elements: 
Word 2007: Office button, Word Options, Display, under Printing Options turn on Print Drawings and turn off Print Hidden Text 
Previous versions: Tools > Options > Print and turn off the Hidden text check box, leaving Drawing objects on. 
On-screen, you can see the effect in each mode by looking at Print preview. 

(Note: To illustrate the layout of the graphic elements, this example page has each element framed with a visible line. Once the layout is finalized, these lines are removed, as on pg. 2). 

Instructions for placing the graphics are given on page 2. 


Choosing between printing a document with graphics, 
or leaving blank space for pre-printed graphics.

October 16, 2007
This page can be switched between printing the graphic letterhead on plain paper, or leaving blank space for use with pre-printed letterhead. Instructions for switching between viewing/hiding graphics both on-screen and in print are given on page 1. 
Note: To illustrate the layout of the graphic elements, the example on page 1 has each element framed with a visible line. Once the layout is finalized, these lines are removed, as on pg. 2. 

These pages have been laid out as follows: A text box is placed in each position where a graphic element of the letterhead is to appear. Format the layout of the text box for square text wrapping, and size and position it to correspond with the placement of the pre-printed graphic element – this is best done on the Advanced pane of the Position/Layout dialog, where you can enter the exact dimensions and locations. 
Insert the graphic that is to be in the text box, but insert it onto the page outside of the text box! Then drag the graphic into the text box. Reason: If you insert the picture directly into the text box, the text box and graphic become linked, and the text box will shrink when the graphic is hidden. If you drag the picture into the text box from the outside, the text box will maintain its shape when the graphic is hidden, thus reserving space on the page where the pre-printed element is located. 

Now select the picture inside the text box, and Format > Font > Hidden. (Make sure you format font, not picture!)

Repeat the above for each separate graphic element that makes up your pre-printed letterhead. Arrange the elements relative to each other as appropriate. At this stage, it is helpful to have a visible frame around each text box. 

Try previewing and printing the page with and without printed graphics by using the settings given under A) and B) on page 1. 

Once you have the layout arranged the way you want it, remove the border lines from each text box: 

Word 2007: Text Box Tools, Shape Outline, No Outline

Previous verions: Format > Text box > Colors & Lines > Line > Color > No line. 
You can do this for multiple boxes at once by selecting them with shift-click.
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