How To Edit Pastor Registration Labels
· Open My Computer and go to C:\Ministers Registration and copy an existing         P-touch Layout file and paste it back in the same folder, changing the name to reflect the new meeting.

· Right-click on that new layout file and Send To Desktop to create a desktop shortcut for this new labels layout. [image: image1.png]Open
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· Right-click on the shortcut on the desktop and select Rename to make it easy to identify
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· Double-click on the labels shortcut you just created to open P-touch Editor program.

· Double-click on the meeting name you want to change
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· A Text Properties box will open and select the Expanded tab
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· Uncheck the “Text Cannot Be Edited” checkbox and then click OK
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· Click again in the field you want to edit and make whatever changes you want to make.
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· Once you finish editing the label, double click anywhere on the rectangular box frame that is surrounding the text and it will open the Text Properties window again.

· Re-check the Text Cannot Be Edited” checkbox and then click OK
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· Click the Save button to save the layout
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· You can now begin printing Pastor’s name badges.
