Crystal Link Inserts

User Guide for printing onto existing Microsoft Word Template
Open a Crystal Links Insert Template by clicking the download button at www.crystalfile.co.uk 
Input your required text within the grid lines on the screen (which represent the Tab Inserts).  NB: there are 2 cells per Insert – representing the 2 sections of each Insert onto which text can be printed.

Important: To avoid wasting any inserts please first ‘test print’ on a blank sheet of A4 paper:
Before printing for the first time, you need to establish the correct way (direction) of feeding your blank insert sheet into your printer.  At the bottom of your insert sheet you will find printed two directional arrows. 
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Replicate these arrows on a blank test sheet of A4 paper and load into your printer.
These arrows show the side of the paper on which you want to print. 

Place paper in manual feed tray and print in the normal way.

Important: If you have fed the paper into the printer in the correct way then the arrows will appear at the bottom of the sheet beneath the printed ‘inserts’.
If this is not the case keep trying until successful, and note the correct way of feeding the insert sheet into your printer.


After you have successfully printed text in the correct place on a blank sheet of paper, load the Insert sheet into the printer and print in the usual way.

It is possible to Copy / Paste your text from other documents but you will need to ensure that you do not alter the number of rows or columns provided in the template.

You can save sheets for reprinting in future. Select File and Save in the usual way.
The template has been set up with a font size of 14.  [A maximum font size of 18 is recommended depending on the amount of information you wish to include on each Insert].
Please note that you will still be able to use any inserts left blank (not formatted for print) on your template – but that these will have to be 'hand-written' as you will not be able to feed these remaining blank inserts through your printer.

Crystal Links Insert User Guide.doc

