
This template is designed to help you produce an MSU Extension-branded postcard. You can choose from the file’s four different color combinations.

Please read the whole instruction sheet before you start adding content to the template.

https://www.flickr.com/photos/30579354@N07/

www.freeimages.com
www.morguefile.com

https://www.pexels.com/
https://pixabay.com/
https://stocksnap.io/
https://unsplash.com

https://bit.ly/3zkzIOP

1. After  y ou open th is tem pla te but before  you start adding content, save the file  wi th  a project-speci fic new nam e so y ou’ll  s ti ll have the b lank tem plate on your computer to  use for future 

projects.

2. Type (or copy and paste) the program title  IN ALL CAPS  into  the “Title Goes Here” box. The defau lt text size for  the program  title  is 20-poin t Aria l. Please make s ure the title does n’t 

d rop be low 16 po ints. (For 5x7 Postcard) 16-point Aria l. Please make s ure the title does n’t drop below 14 points. (For 4x6 Postcard)

3. Type (or copy and paste) the headings, s ubheadings (if any), and text into  the appropria te boxes. Mak e the headings and subheadings ALL CAPS. Subheadings should be no sm al ler  
then a  12-point font. (For  5x7 pos tc ard) Subheadings should be no sm al ler  then a 10 -point font. (For  4x6 pos tc ard)

4. Add your own photos  or download and add photos from the M SU ANR Com munications photo  lib rary (h ttps://www.flick r.com /photos/30579354@ N07/) or another webs ite that offers  
royal ty-free photos. (Be sure  to  check any such si te ’s terms o f use, copyr ight, photo credi t, and fee infor mation.)  Com mon royalty-free photo sites  include:

• FreeImages (www.freeimages.com)

• Morguefi le (www.m orguefile .com)

• Pexels (https://www.pexels.com /)

• Pixabay (https://p ixabay.com/)

• StockSnap (https://s tocksnap.io /)

• Unsp lash (https://uns plash.c om)

5. To replace a photo  in  the tem plate, cl ick on the pic ture  y ou want to  rep lace. C lick  the For mat tab, and then cl ick Change Picture. From the menu that appears , se lect where you want to 
get the r ep lac ement p ictur e from . Nav igate to the picture, select it, and then se lect ins ert. 

6 . To edi t a  photo in the template , clic k on i t and use the “ Picture For mat” tools  to  crop, resize, reposition, or even replace it.

7 . If you intend to  post th is onl ine, add al ternativ e text (aka “a lt text”)  to  every vis ua l element (such as im ages, clip art, charts, and graphics). Alt text needs to desc ribe the image and 

convey the sam e in form ation as the image does to someone who uses assis tive technolog ies  ( such as a  screen r eader) and to people with visual or  c ognitive im pairm ents . To find out 

more about a lt text, see “Alternative  Text for Images” (h ttps://b it.ly/3zkzIOP) on the MSU Web Ac cess ibi lity website . It is perm issible  to thank sponsors in  the tex t, but spons or logos 
and wor dmarks are not permi tted. 

8 . When y ou ’ve finis hed your postcard, dele te any unneeded pages from  the template . Save the file.

9 . Decide how you ’re  go ing to d istribute  the postcard . If you wi ll:

• Print  copies on your office printer or copier – It’s ready.

• Post it  online or distr ibut e it digitally  – Save i t as a pdf. (Remember to check  the pdf for acces sib ili ty  before posting i t!)

1. In PowerPoint, select Fi le > Export

2. Click  Create PDF/XPS Document
3. Click  Create PDF/XPS

4. In the Publish as PDF or XPS dialog box , choose a location to s ave the file

5. Select Optimize for Standard (publis hing onl ine and prin ting)
6. Click  P ublish

• Send it to a commercial pr int ing company – Save i t as a JPE G (NOT a pdf) and send the res ulting fi les  ( ther e wi ll be one per  page)  to  the prin ter. (This avoids the k nown 
is sue of Power Point adding extra m argin space when saving or conver ting fi les to pdf.)

POSTCARD TEMPLATE INSTRUCTIONS

https://www.flickr.com/photos/30579354@N07/
http://www.freeimages.com/
http://www.morguefile.com/
https://www.pexels.com/
https://pixabay.com/
https://stocksnap.io/
https://unsplash.com/
https://bit.ly/3zkzIOP
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MSU is an affirmative-action, equal-opportunity employer, committed to achieving 

excellence through a diverse workforce and inclusive culture that encourages all people 
to reach their full potential. Michigan State University Extension programs and materials 
are open to all without regard to race, color, national origin, gender, gender identity, 
religion, age, height, weight, disability, political beliefs, sexual orientation, marital status, 

family status or veteran status. Issued in furtherance of MSU Extension work, acts of 
May 8 and June 30, 1914, in cooperation with the U.S. Department of Agriculture. 
Quentin Tyler, Director, MSU Extension, East Lansing, MI 48824. This information is for 
educational purposes only. Reference to commercial products or trade names does not 

imply endorsement by MSU Extension or bias against those not mentioned.

123 St ree t Name

East  Lansing, MI 48824
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123 St ree t Name

East  Lansing, MI 48824

Lorem ipsum dolor sit amet, consectetur adip iscing elit, 

sed do eiusmod tempor incididunt ut labore et dolore 

magna aliqua. Ut enim ad minim veniam, quis nostrud 

exercitation ullamco laboris nisi ut aliqu ip ex ea 

commodo consequat. Duis aute irure dolor in  

reprehenderit in voluptate velit esse cillum dolore eu 

fugiat nulla par iatur. Excepteur sint occaecat cupidatat 

non pro ident, sunt in culpa qui officia deserunt mollit 

anim id est laborum.

Warmest Regards,
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