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Working with Advert Templates

Z:\propertypro\templates

Right click template and choose Copy — and work with the duplicate file.
Remember to keep the word “advert” in the file name so that it is available in the
drop down selection when creating an advert.

To open the template (and avoid opening a new document based on the
template), right click the template and choose Open.

View Bookmarks and Text Boundaries

Choose Tools, Options Qptions
: Security Sp_elling & GGrammar ’ ] Trac_k Changes
| User Infarmation | compatbity | File Locations
Wi | General Edit Print Save

Smark kags ‘windows in Taskbar

Highlight: Animated text 1 Field codes
| [ Bookmarks Horigonkal scrall bar Field shading; )
|
Status bar ‘ertical scroll bar | When selected w
ScreenTips [ picture placehalders

Tick Bookmarks and
Text boundaries

Formatting marks

[— [ 1ab characters Hidden text
T g _ el N e [ zpaces [ optional hyphens
1 Paragraph marks CJal

Print and Web Lavout options

o e e 2 e e Drawings White space between pages (Print view only)
Pm[—‘ e r.t-‘r Pr'-] Ohiject anchars Background colors and images (Prink view only )
st b G P S b a s [] Text boundaries Yertical ruler (Print view only)

Qutline and Normal options
] rap to window Style area width: |E_Cm :J
] Draft font: Zourier flew

[_ K ] [ Cancel

The advert template
comprises:

Text boxes to hold the
Price, Picture, and Text

Bookmarks | to bring in
data and photos.

6 Somers Boad Rugby Warwickshivre CV22 7D

PropertyPro Support Working with Advert Templates
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Working with Text Boxes

Selecting and Grouping

First select a box and its contents by drawing a “net” around the box

e - While selected, click the right
3 Copy

mouse button and choose
Grouping, group.

h| Paste

Grouping 4 | E Group
COrder 4 Ef:_ Ungroup
set AutoShape Defauks | i) Regroup This enables you to copy and/or
Farmat Text Box. . size the group as one object.
S Hyperlink...
Adding a Box

Copy the previously grouped box and paste

Tip:  While the box is selected, press Ctrl+D, which will duplicate the selected
object

Aligning Boxes

Select the boxes to be aligned
(click and hold down the Shift key 3
to select more than one box) T

On the drawing toolbar, choose
Draw, Align or Distribute, Align top

or Align bottom. 5
Align top will align everything selected to [ ' il
the topmost box, and bottom to the bottom 3 prampn
most. o = " R
.:::':" : 3| s
M sonToe
e Rt I preyes H=—x= -
oo
Eharige AudcShaps ¢
¥ ¥ Dbk te Hormankady
lprma=| N | Aucsrepes = | 8| Dotz ety IV NI e gy e |
e Rikths (P b= i ) o el |
PropertyPro Support Working with Text Boxes
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Spacing Equally

Egroup 1 E
Select all boxes along the horizontal 1 unorow l
(click and hold down the Shift key to - R
select more than one box) 3 LN i
Grid... )
. . . . . | Align or Distribute >| % P.Ifgn gfanter
Choose Align or Distribute, Distribute SUTeEI Mkl
horizontally. . | = TR Align Top
d IE I_ht__\’_v_ ?p S P Align Middle
i H H 1 S it align Bottom
The boxes will be distributed evenly between | chone auashape » e
the left most box and the right most box. e Bl cbuts gy
Page 1 Sec 1 Relative to Page

Sizing A Box

If the box is grouped, sizing the outer box will automatically size the inner text
boxes.

It is better to ungroup the box and size the outer box first. It is then easy to adjust
the inner text boxes to fit, using align and distribute.

o i o)

Remember: the picture text box can be
resized, but has to keep the same ratio so that
the photos fit properly. To achieve this, hold
down the Shift key while sizing it from the

>  corner.

Click the outer box to select it

Drag a middle selection handle to

~ Rﬁ stretch/shrink the box vertically or
horizontally
Drag a corner handle to stretch it vertically and horizontally at the same
time
PropertyPro Support Working with Text Boxes

Tel 01788 862555 3
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Working with Bookmarks

Inserting/Changing Bookmarks

Each box holds its own bookmarks. The E—-w Pricel

bookmarks in first box are numbered as in the N

illustration — the second box will have Price2, Address1

Address2, Picture2, Text2, and so on. _
Picturel
Textl

If boxes have been added or deleted, the bookmarks will have to be renumbered.

(If the box is grouped, ungroup by right clicking, and choosing Grouping, ungroup.

Bookmark g|

. . . Bookrmatk name:

Click into the Price box on the template =

[ pricet A
pricell

Select Insert, Bookmark price2

EriceS -
Either select or type in the price bookmark and | e

price?

number and click Add. [prices ~|
Sortby:  (®)Mame () Location

Click into the Picture box and insert the correct | [ Heden boknarks
picture bookmark, and then do the same for L_add ][ pelete ]|

the Text.

G0 To ]

Note: Ifinternal photographs are included, they are also numbered sequentially:
Picture 1a, Picture 1b, Picture 2a, Picture 2b, and so on

PropertyPro Support Working with Bookmarks
Tel 01788 862555 4
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Saving the Template

Choose File, Save As

It is essential to remember the following points:

Save i L3 Templates — e b X oy EH e Tk
e S Trpe = | It must be saved in the
,,J 1] 122 Bubowell Support [rvvnios Lether ot ITKE  Hicromoft 'Word Te — Templates folder in
Traini 122 Carkon Support Irwclbos: Lekber,dot I65FH  Wicrosft 'Word Te
= §A3‘F‘I\:E‘sﬂm.¢t SEBKE  Wicrosolt Wiond Te Propertypro
{Haamnm-cmtmn ZE1 KB Mionceoft 'Wiond Ta
_,_.JI 273 [etallz - =05 Keohiey. dob 45KB P crosoft word Te
et tar A3 Display, dot MTKE  Mrosot 'Word Te
Bl Az portrak 3 Front ioclan A Wialls Commendal .. . 134 KB Wicrosolt Woed Ta
3 LA bervpd e - Lot ok J0KB  Microsoft ‘Wond T
----'II A% Wendowy Deplay - Lovweskbs, dok J1ER  Hicrosoft 'Word Te
ol L) 84 1 Fic Fishis Detads. dot LA0ZKE  Wicrosoft 'Word Te
EJM 3P Dtk = ook SHZKE  Mionceoft 'Wiond Ta
_._J 44 3 P Disksie, ok TROKE Mieroeoft ord Te
L At 3 Pic Display dok MEKE M rosot Word T
nEl =184 Sdebar Detak dat 24 kB Ilin:mnft'ﬂ'\ou‘\dTe‘:
; - R The template must be saved
[I_;} Floeme:  [advercer 2 dot o e | with the word “advert” in the
8300 11 Dot Tewplate [+ dal] FE [ | file name and .dot as the file
! extension

The template will now be available when creating the newspaper advert.

PropertyPro Support Saving the Template
Tel 01788 862555 5
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Autotext

Any amount of text and its formatting, or graphics, or a mixture of both, can be
saved as an Autotext entry and then recalled when required. This is useful for all
users of Word, and in the later versions of Word saved Autotext entries can be
recalled in Excel and PowerPoint.

To automate Word further, you can add or modify the menu items, add buttons on
the toolbar, and add key strokes to recall these Autotext.

Create an Autotext entry

Select the text to be saved or graphic (or both) Create AutoText X
word will create an AutaText entry
Press Alt+F3 From the current selection,

Please name your AutoText entry:
Type a short memorable name for the entry and

click OK ' (o ]

The entry will be saved with the Template you are working with (usually the
Normal template)

Recall Autotext

At the point where you want to insert the Autotext, type the name you gave
and press F3

Or
Choose Insert, Autotext, and select your Autotext entry

Adding an Autotext to the Toolbar

Right click the toolbar area Customize
and select Customise Tookars | Commands | options
/ To add a command to a koolbar: select a category and drag the
Select command out of this dialog box ta & toolbar,
Commands Cabegories: ) _Com_mangs: ]
;Bor.ders A Filenarne and path |
| Mail Merge | |
| Forms | Ml

| Contrial Toolboz:

Choose &l Commands flashz
Autotext |Macros Alashiz

flash
In regards to: wll
Click and drag your Autotext | *
up to the required position
on the toolbar
Iﬁave in: E.Nurmal.dot v: kevboard. .. ] [ Close ]
If working in a template, choose the template from the drop
down box so that the toolbar is only available in this template
PropertyPro Support Autotext

Tel 01788 862555 6
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Property Flashes

Flashes are created using drawing objects and WordArt. You may have created
your own flashes, or there may be a menu added to your advert template.

It is possible to create more flashes by modifying an existing flash, saving it with
another autotext name and then adding it to the toolbar or menu.

Modify Flashes

hwN e

Right click an existing flash and choose Ungroup.

Add the Flash to the toolbar or menu bar

1. Right click the toolbars and choose Customise

2. Select Commands, and under
Categories, choose Autotext

3. Find your new Autotext item
and drag it up to the Property
Status Toolbar (if one exists)
or Menu

Customize

| Toolbars | Commands Options |
To add a command to & toolbar: select a cakegory and drag the
command out of this dialog box ko a koolbar,
Caktegories: Cormmands:
;ME"I Merge X Filename and path G|
| Farms | |
| Control Toolbox flash1
| all Commands
| Macros flashz
franks Flash3
| Styles Flash4
| Built-in Menus
| Mew Menu el In regards to: w
Descripkion:

Save in: | AdvertPP 2.dok % | | kevboard. .. ] [ Close

Double click the flash to edit the text — and maybe the size
Select the shape and text, right click and choose Regroup

Save as another Autotext (select it, press Alt F3 — and name it).

You can create a new menu item or a new toolbar specifically for these flashes,
which can be made available only when using the template.

PropertyPro Support
Tel 01788 862555

Property Flashes
7
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Create a new Toolbar

Right click the toolbar area and choose Customise

Cusiomize

[Tackiars |
Tookars:
@l 8
| Forniatting

| | 3-DZattings

Canmards | Cotons

| Cadewis
(| contral Teoboe

T TEL

:

| Estended Formetting
] rorns

| Frames

_j Furction Key Display
| Japeress Grestings

I

Click New and
enter a name for
the toolbar.

gevtoad.. | |

Add items to the new Toolbar

Cusinmize

Toakars | Gonamands | Cpons |
Toeackd & corminand ba 4 koo bar: select acsegory avd deag the
o weaped o of" this dhd o bood b ol
Cabagurian: Cormaranda:
e Werge A Finama snd path "
Fofmes:
orkd Todlbes flchi
A Cioras prts
T Fashz
Fork:
fron
e
[ =| I vepars ba o
[Cercripiar:
G 1 | A 1P 2ot w [Eeoad., | [ ouse

Right click th

Autotext.

[ el nmrem

While the new button is selected, you can

\‘ T —
r even replace the

[ttty setsction = | | mearange Commmne.. |

click Modify Selection

And change the name o
name with a picture

Cabagarinn:

W

T add @ comandba o tockir: et & cotegary and drag the
e gt of ths digg b o bool 2

Hew Toolbar

Tookar rams:
oo |
Mk Eookbar avalable o
AdvertFF 2 dat

[ o Carcel

This will create a new “floating toolbar”.
You can then add buttons to it
representing the flashes.

e toolbar area and

choose Customise.

Under the Commands tab, select

Click and drag the autotext item to
your new toolbar.

Cormmangh:

| Abtenion

ATTRE
| Author, Fage #, Dubs
| Bt e

Baat s,

S

Rosst
[t
Pjarsa:
Sopry Butbon [nage
Pt Duthon [resge
At Budion Trags
B Bobton s,
hanga Butban Teage
Do S

[z Test onb i
et Gk i Merms)
g grd Teni

Fechil

Aamign Hhpabnk

8 e | [ o= ]

PropertyPro Support
Tel 01788 862555

Create a new Toolbar
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Create a new Menu item

Right click the toolbar area

and select Customise Customiza
| Toolbars | Commands :__g_p_.tions |
o add & command to a toolbar: select a cateqgory and drag the
/ cornmand out of this dialog box o a boolbar,
Select Categories: Commands:
Commands |Mail Merge ~| New Menu »
|Farms |
| Contral Toolbox
| Al Carmands
|Macros
Choose |Fonts
New Menu \ |AutoText
Click and drag the New A |ttosiy Selection - | [ Rearrange Commands. .
Menu up to the required
position on the menu
Aave in; E-Normal.dot \ v\' ’Eeyhuard... ] [ Close l
Modify Selection to rename E =
the menu \ o
Besst If working in a template,
Relete choose the template from
Mame: Mew Menu the drop down box so that
Copy Button Image the toolbar is only available

in this template

Add Items to the new Menu
1. Right click the toolbar area and choose Customise.

2. Select Commands and choose the item

= - ou want to add to the Menu
adow  Help  Flashes New‘Menu y
F AN R AR “/_j M =2 3. Click and drag the item up to the new
— T p— menu and still holding down the mouse
rUlEEESE G- = button, wait for a button to drop down

Customize
To add a command ko a toolbar: select a category and firag the 4 . Dl’ag the mouse S —
command out of this dialog box to a toolbar, - M M
Cf‘n_teg_o_ries: . Commands: dOWﬂ |nt0 the S FIENU
| Drawing A T T ; ]
|auteshanes QI | button and drop Flash1 Al ¢
| Biord flash2 H H
ordrs = the item into Sas e G
|Farms | Flash3 t = | R e 8
| Contral Toolbox Flashe pOSI |0n
| All Commands
|Macros | In regards to:
| Fonts
| 3 In reply to: |
Drescription:
*

Save in: ;Normal.dot ~ Kevboard... ] [ Clase l

PropertyPro Support Create a new Menu item

Tel 01788 862555 9
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Remove items from the Menu Bar and Toolbar

Right click the toolbar area and choose Customise.

Click and drag the item you wish to remove down into the document area of
the screen.

The item will now be removed.

PropertyPro Support Create a new Menu item
Tel 01788 862555 10
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Copy Autotext and Toolbars from one Template to
another

Note: The Toolbar and Autotext entries are usually saved to the Normal Template

(which is individual to each p.c.)
To be able to copy the toolbar and Autotext entries to other templates so

that others can use them, they have to be saved to the advert template.

1. Open the template that you want to copy the Flashes to (don’t double click
the template — right click it and choose Open)

2. Choose Tools, Templates and Add ins

Organizer —' . .
£ Click Close File
yks | dbelent | gockers | Meoo Fraiet Jems Then click Open File

To 16 (13,130 Mkl Qffo\ ad:

o 2F (1) Eerfhat A
- Choose the template
that holds the Property
Status Toolbar

1641, 11,3 P 0 e A {Temosr

[ Gom=f | [ OwaFe |

Select the toolbars Tab
Select the Property

Status e :
Click *? Copy

Select the AutoText Tab
and copy over the AutoText
items in the same way

The Property Status toolbar and Flashes will now available in the new template.
To view this toolbar, right click the Toolbar area and choose the Property Status
toolbar.

PropertyPro Support Copy Autotext and Toolbars from one Template to
Tel 01788 862555 another
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Preparing the Advert

%’ﬁl{lﬁﬂﬂiﬁ F!-@‘ ;s
%+ pespnty avery ek s ISt '}"DU F |der|t Select ‘Newspaper Advert’
h - B e astat L]

® changs an sxatieg cugleme
& curizermr sy oo dabsb s~

oF Enlnli § wisd o e i = CTHNTN W YR proparty

e e e T ar publicalion.  Property Redew __!
>grou = TRENH BN edsting propaty
Hpang I reublcaion optans roffice sakEcion
- Baraugh Grean ~
Cadallatic oot i 5 Counry & Chanacter (Sevenoaks)
L g Statr
Choose the name of the publication. FPOEARASIEE
Select the property status of properties ke B
to be advertised. arkd o

Select the Office

goid supect to contact

ok cancel

» This will produce a list of properties available to advertise:

PrBksii Pyite Eialin

Last A0 Price Ches (TS 150 0600 2T 20
LT

HEEIESEThese can be sorted by clicking

IC-Gr.fnr s b-.ﬁ. M.-c\im 15, M For =y
| Etm Ml on any of the column headings.

Papireas Wikkehayns Closa, Litshampion (BN IFF SOR) D For Sl 200152006 — . .
150 Somers Finad, Fugny CvI2T0E | £150,000 For Sale | DSA2ME This examp|e has been sorted in
233 Cugsrrs Foad, Hurasion CviiGhE | £145000For Sale | BOUA00T . .
200 Harmrkn Fnod, Py CUZZEAP | £140,000 For Saln |\ HSO0TASUS001 price descending order.
1z M - B :... - i . F M o { L i
12 Church Largley Fraad, Church Leng'ey E130,000'For Sals | 167 1200 nok et |
27 Reareore Roed, Munean TR0 FrSan | MO; not gt |
BiCnuren Langky Foan, Church Lanoky S175.950 For Sale | B0ASA0IE ok ek |

e Bab Sheed, Forttempk | RE A F Tz 1 {

b=l Ender

clamLini: b ner St L St MO e LA O i Colour coding shows how
b e £ : 300t many times a property has
5 Chy L r-"\- d, Church La q
T e been advertised.

31k, e i1 S0 Fir Sl
il Fark, 15

1) A g E121. 50 For Soln
*F‘erﬂ"nr'l?or‘ I'-'l.q?:u X TES L1730, 000 For Salw i
n.-l'-.l‘u.l Wke, Ry Cwl11HD €119 5960 For Sale .'J-l l‘}l'll'
£415,000 For Sale.  20W03/200T

1 TMEN,

IF:I -"Wh"\r 3rl'el..l3l:l dpot E 'l:lJ M0 For Sae i v ekl net = -"':

H|gh||ght the properties to be
included — the number to fit the
template you will be using for the

chosen newspaper.

}': '3-:.11'-0:1 R'il_ F.‘n.l}\,l CwIT |'"| £100, 000 ForSale 10112007

mﬁ TR F-l:ﬂ':l lr_;--. ":UE."T.’-E SO0 00 For Sale | 200 1FNNE

n hpyu--'\-q- H_n-l-q on

kar r 17mE
o0 sy --m.mlhrmm-:n 17052007 ||-:1m:!_
g hten He—r ke [hmes ‘d-.'rll.'—'v hon

I ;l | *5 5 :'.-‘-'*'v'i-"|*o—*s£_ut||mﬂ«BL pichires S bext  emml fastad clessifed sd .LP_H.|

» ‘fast ad’ will create an advertisement with the main property picture, advert text,
advert address and price, showing the most expensive property first.

» ‘Pictures & text’ can be used to create a folder with all text and pictures, suitable to
zip and email to a newspaper

» Otherwise, select ‘assemble advert’

PropertyPro Support Preparing the Advert
Tel 01788 862555 12



PropertyPro’

Assemble Advert

proparies and moms selaciad for advartisemart

;_ﬁ Aduertiserment - Tue, 25 Sep 2006
==+ 30 Chazteton Dive Galley Corman Muneaton £337 000
-2 Kichan
LM Oulsida
B ‘-'r 19 Morthlands Serue Wintedon Scurdhompe DM15 904 £352 000
+- M Adddional Property Photo
5-~.f E&THR OO
1% BEORCOM 1

. | of BRAKFAST HITCHEN
Double click to | 3% DINING RA0M

select\deselect pictures 5_;.; EXTERNALLY r mave property or roam

to include 2% SMTING ROCH up  down
+ 2 Midholm  London Wit 1 BLL £376 000

\ o A0 huneston Fosd  huneaton ©265 000 rinsedt at end
=+ & Hill Farm Flough Hill Rosd Rugby CW22 7DE £250,000 space

§ Eudn:l:m’l -

M Bedmooen 2 rinclude § exclude detail
; :)t' Eedrooen B toggle

- Kichen
f A% Lounge . —

M Cideide

selectall select none template holds 17 propeties - 17 zeleclad
salect templale for fhis advarl |duent 17box Adain dot =

Choose template

) Select Advert Fonts /

Click ‘next’

Address Price |Text IBuIIetPnims Sequennel

Example

Change Eont Style | Continue |

Change font names and
You will be prompted to save document < sizes, if required

|

. fun;n_|__;,m: I B AF AL R R P ——
3 “Reeite DEDEDE.H roperiy rro
'.-.'j “Fredte DEIECT
Py Pacust | (181 ot BSOS e
DRI | e ;oo D061
- CHTem s P "ﬂ f'
L:} P i BERERN chi
Dsitoys
Py Cooumarnin
# [y
*f'\.-.-_-
L = = =
e T = |
Wbtk | e il | H["i
Flocks | Sewm v e i o o = Caresd 5 “
The Document is ready for H m
checking and editing
|

PropertyPro Support Preparing the Advert
Tel 01788 862555 13
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» When the document is prepared, minimise and record that the properties
have been advertised

B Pl | pripi e sl RN 3 Tewi Can fl'lll

[T—— |.'; Wkalha ik, Ll NP 315 [T R S A e =

e |

Prepare document for the Newspaper
To complete the process, ready for the newspaper.
» Open the Word document and select File \ Print and then select the printer
for Adobe Acrobat (either Acrobat Distiller or Adobe .pdf writer, depending
on version).

» You will now be prompted to save the file as a .pdf.

» The last step is to select ‘Plug-Ins’ \ Quite a Box of Tricks and then click
‘Apply’.

» You should then save this colour separated file. You may wish to give this
a different filename and save in a different folder to show this is the file
ready for delivery to the newspaper.

» This file can then be uploaded directly to your newspaper by logging onto
the Adfast website at www.adfast.co.uk and selecting ‘Upload Artwork’.

PropertyPro Support Preparing the Advert
Tel 01788 862555 14



