To: All Vessel examiners

From: VE Department

Subject:  VE Horizontal Business Style Cards

Instructions to help you through making your own VE cards.

Cards are double sided, and must be printed one side, then the other. 

Make a test print on plain paper before inserting your forms into printer. 

VSC VE Bus Horizontal.doc is the front side with the VE decal

 VSC VE Card Back.doc is the back of the card with check list items. 

Instructions:

· Open Document VSC VE Bus Horizontal.doc 


· Highlight and type over Your Name, then Division and Flotilla ??-??, then City, State, then Phone Number and last your email address.


· Highlight only the complete block you just changed, click Edit and then copy.  


· Click on the next box, then click on Edit and Paste.  Repeat this step in each box.


· Save the new document immediately by clicking File and Save as and add a new name.  This will preserve the original document for future use. It is now ready to print.

· Save the original document if ever your information changes go back to the original and start over.

· Purchase Avery 8871 (two sided business cards) or equivalent and print side one of card.  You may want to try it on plain paper to make sure everything lines up 

· Open Document VSC VE Card Back.doc, “Save as” in an appropriate location and print it on the back of your cards.

· The VE department cannot address individual computer problems with printing.  This operation has been tested on both MAC and PC computers.  If you have any problems printing, seek help from experienced programmers or your local Business center.. 

