Creating TI Business Cards

Download the Card Template
1. Browse to https://www.toastmasters.org/Leadership-Central/Logos-Images-and-
Templates/Club-and-District-Stationery
2. Click the template you want to use (I suggest word)

Home = Leadership Central  Logos, Images and Templates ~ Club and District Stationery

| CLUB AND DISTRICT STATIONERY

Please use MS Word 2004 or a later version and refer to the Printing Guidelines for paper quality reci
standard Toastmasters blue, and district materials are standard Toastmasters burgundy.

us

Club Club
PDF (PDF) (Word)

— (Word) (3-column)
(A4 PDF)
Non-U.S. (A4 Word) District
(PDF) (Word)
(Word) District (3-column)

(PDF)

3. Save it to your system, open and put your information in

a. Your new email address will be firstnamelastname@d25toastmasters.org. When
mail is sent to this address it will forward to the email address you gave the district.
As this is only a forwarding address, you will not be able to send email from this
address.
b. Note: If you are going to use Vista Print, you only need to fill in 1 card
4. Vista Print is NOT free if you want to use the Tl template
5. Other ways besides Vista Print to print business cards:
a. Kinko’s
b. Avery labels on your home machine (remember to figure in cost of ink and labels when
comparing prices)



Vista Print
6. Go to: http://www.vistaprint.com
7. Click on Business Cards -> Standard (Get Started)

Vistaprint | Promotional Products

Everything to market your business.

¢ vistaprint’

Business
Cards

All
Products

Marketing Signs &
Materials Posters

| Daves Orehard-
Fresh Fruit

Dase Sanderson

Standard Signature
« Spread the word the simpie way « A noticeable step up
« Affordable and professional « Eye-catching matte, glos:

« Sturdier stock makes an i

Starting at $24.00

Get started

earmnore

Get started

To Design

Browse our Start with Use your Let us design
designs your logo complete one for you
design
Add your own text and Combine it with our Already have a design? One of our experts will
images. layouts and fonts. Upload it and we'll print | do all the graphic design
it work; for you.

o

Crientation

o Horizontal Vertical

COr, download o template

9. Click on Image -> My Computer -> Choose Images
10. Browse for your Word document and select it



Images

+ Addimages from:

— Recentlmages

To place your image, drag it onto your
design.

Hide Used Photos

11. Double click the image to display the functions menu
12. Click on one of the functions to edit the image
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13. This is what will take the longest — you just have to keep aligning it and testing out different

things to get it right.

Tips:
1. The ratio is locked — to unlock to allow more freedom in cropping, click Unlock at the bottom of

the screen:

Crop box is loecked to maintain photo proportia

2. If you get a warning about blurry image — get creative.
a. Increase the view/zoom on your word document

b. Take a screen shot of it (I use Snag it)
Upload the screen shot to Vista Print — this gave me a zoomed in picture of the image

without losing resolution
3. Keep previewing and adjusting till you get it right




14. Click Next
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Preview

15. Review — Review — Review — make sure all your information is correct!
16. Check the box

17. Click Next

Front side - View Larger | Edit Other back side options starting at $4.00 - View Larger | Edit

Things to check for: | have reviewed and approve my desigi
« Information is accurate and spelled correctly
- Text is legible and contrasts against
background

+ Images are clear and don't appear blurry

- Nothing is overlapping or too close to the
margins

18. Complete the transaction
a. Matte Finish
b. Blank Back Side
¢. Quantity is up to you



