
TO DELETE DATES
Delete any unwanted dates from the calendar by 
selecting the desired calendar day block and 
pressing delete on your keyboard. Deleting the 
text within the text block will display placeholder 
text and will not show on the final export.

UPDATING THE QR CODE
Using an SVG QR code is the preferred 
approach. If desired, customize the fill color to 
#0C331A. ALWAYS ENSURE PROPER CONTRAST 
BETWEEN THE WHITE BKGD. The default black 
color will suffice, avoid light colors or colors that a 
different from the campaign palette.

Select the upload picture icon to upload your QR 
code. Double check the QR code by scanning with 
your phone before submitting file to the printer.

FORMATTING DATE & HOURS
The date and hours are set up as specific styles. If 
needed, you can switch text between the two 
styles by highlighting the text and pressing 
“Indent More” or “Indent Less” in the Home menu 
ribbon. Date is set to a second level style and 
hours are set to a first level style.

EXPORT THE FINAL PDF FILE
To export the final file select the “Export” option 
under “File” in the main menu. Select “PDF” as 
the file type and check “Best for Printing”.

File > Export > Select PDF > Select Best for 
Printing Option
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