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Your Name

Go to the left hand Tool Bar and select the Type tool.
If you don’t see the left hand tool bar (pictures to the left) go up to WINDOW > TOOLS > DEFAULT

Draw a text box in roughly the top center of your page and type your first and last name
You can edit your font type and size by going to WINDOW > TYPE > CHARACTER
*You may see the character panel on the top of your workspace while you're in the Text Tool

Center your text in the box

« Qo toyour Selection Tool

«  Click on the text box and move the sides so that the box spans the entire width of the page
«  Goto WINDOW >TYPE > PARAGRAPH to get your Paragraph tool.

«  Select the ‘Align Center’ option.

*You may see the paragraph panel on the top of your workspace while you're in the Text Tool

Create another (centered) text box underneath your name with your major/job title
*Typically, this subhead will be a smaller and thinner font than your header (name)

To change the color of your text, highlight your FIRST LASTNAME
text and then use one of the options below: Marketing & Communications

Option 1: Go to WINDOW > COLOR to bring up the
color guide. Go through the various color sections
Option 2: Go to the bottom of your left side tool bar
and double click the fill color (There are two options:
Fill (Solid Color) and Stroke (The outline color of your shape).

Option 3: Go to the top tool bar and click the Swatches drop-down for either your fill or stroke color (You may add
new swatches to the list.)

Shapes (Square)

Click and hold the Rectangle Tool so that it gives you shape options
* Select the Rectangle Tool

* Click and drag to create a rectangle shape that goes to your top, left, and right bleeds

e Your rectangle will cover your name and title, to move it
back: use the selection tool, right click on your rectangle,
select arrange > send to back. (You may also use the layer T e e e
panel for this)
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lcons

* To place your previously downloaded VECTOR icons on to the page

«  FILE>PLACE
«  Locate yourimage and open

* Gotoyour SELECTION tool and shrink the image while holding the Shift key on your keyboard to resize.
e Ifyouriconis notavector - and has a background OR if you’d like to manipulate it further, drag it on to

your lllustrator Artboard

«  GotoWindow > Image Trace
«  Select the image you want to Trace
« Inthe Image Trace panel, select the preset youd like

Image Trace

Sa FANDD

«  Check the Ignore White box Preset: [Default]
« Itwould help if you Previewed the image to ensure that it’s being View: Tracing Result
traced properly Mode: Black and White
« Onceyou're ready, click Trace
Threshold: O
Less
N w Advanced
Personal Information -
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e Gotoyour TYPE tool o
Corners:
e Create a small text box underneath the icon and type e, o o
Font should be smaller and not as bold as the 1

Header and SubHead Method: [ D

Create: Fills [] Strokes

Options: Snap Curves To Lines
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Saving your document ase

+ Saveas an lllustrator file (.ai) or Adobe PDF (pdf) save e o .
If you wish to continue to work on your file,

Tags:
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* Gotoformatand select the type of file
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! i Adobe Il i
you'd like to save as. @y o lsir )
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¢ Marks and Bleeds
e Select Marks and Bleeds

*  Make sure boxes labeled “All Printer’s
Marks and Use Document Bleed Set-
tings are checked.

* Save PDF

Keep your document and assets organized by keeping all photos and Illustrator documents in one folder. This will ensure
that all of the graphics you link (place) on to your page will still show when you decide to continue working on your page.
One way to do that is to PACKAGE your document.

When you package a file, you create a folder that contains the Illustrator document, any necessary fonts, linked graphics,
and a package report.

* Packaging your document [Package )

» To package your document, go to File > Package Location:

» Specify the location to create the packaged folder _ I

*  Name your folder |

* Make sure the you’ve checked ‘Copy Links’ ———— | [IEEE

+  Make sure ‘Copy Fonts used in document’ is checked ——]

* Click Package

* You may see a prompt telling you that “Restrictions apply
to copying font software for use by a service provider...”
Click OK

*  You will see a prompt saying your package was created Package Cancel
successfully. You may view your package or click OK.

rate folder

Once you send yourself the package you may work within that folder and save your document as you normally would (File >
Save) All of the links and fonts will remain in that folder with your document.

If you add any new fonts or links (graphics) you can add the files to your packaged folder, i.e., if you add a new graphic, you
may place it within your already-created packaged folder and link to your document from that location.

Ifit’s easier, you may also repackage your document.



