
Open file in Acrobat Reader or Acrobat Pro (Do not open in a browser)

• �If opening one of the 
card files, to rotate 
so the text is right 
side up, click the 
rotation arrow.

• �Text and image fields will show up with placeholders.

Downloading your file

• Click the Download link. It will open in your browser.
• Click Save to download the file to your computer.



• �To replace text in a field, highlight the text and type in  
your information.

• �Any field that is outlined in red is mandatory.

• �Fields that are not outlined in red are optional. If you don’t 
have the information, delete the placeholder text and brackets 
that are in the field.  
If placeholder text is not deleted, it will print.

• �To change out an image field with your agent photo or 
logo, click the indicated field

• �A window will pop up indicating to select an image

• �Hit the browse button in that window and select your 
image from your files

• �If you don’t have an image or logo file to place in the area, 
hit the “clear image” selection. 
If you don’t select clear image, the placeholder gray 
box will print.

• �There are some instances where you need to add your 
information within a paragraph.

• �Only add the information that’s being asked for within the 
brackets. Be sure to delete the brackets on each end after 
you’ve added your information

• �The information you type in will flow within the existing 
paragraph and automatically adjust.

Filling in form and image fields

• When you’re ready to use it, click File > Print

• In the Printer dropdown, select Save as PDF.

• Click Save and save to your computer.

You’re done! Your personalized marketing piece is ready to use.

Save the updated file to your computer


