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Sticky Note
HCO PM Shipping Instructions pg2 Standard

• HCO Parcel locations only
• Guest facing form used to increase awareness on FXO inbound /outbound shipping procedures
• Pricing Tier Specific - please ensure you are using the correct pricing tier as outlined in store specific playbook document prior to printing
• To be printed with HCO PM Shipping Instructions pg.1 


SPECIFICATIONS:

Output Size: 8.5" x 11"
Preferred Stock: 32# Laser Paper (LZ32) 

CUSTOMIZABLE FIELDS INSTRUCTIONS:

Before printing, you must customize the following information, to be located in the appropriate form fields:

1)  Hotel location name field 1 (Use this field if the name requires two lines)
2)  Hotel location name field 2 (Use this field if the name requires one line)
3)  FXO Business Phone Number

This .PDF uses the Arial Narrow font in the customizable text areas. In order to modify the customizable text, you must make certain that the Arial fonts (Mac and PC) are properly loaded and activated on your system. 

1)  With the Hand tool selected, press the Tab key to highlight the first customizable field. When finished filling in the first field, press Tab to forward to the next field. Shift-Tab reverses the direction of field selection. 

2)  After making all type changes, save the file.


PRINT INSTRUCTIONS:

This document will produce a one-sided final product. 

1)	Click on Print. Go to File Menu, then to Page Set up
 
2)	Choose correct Color printer. Load preferred stock (see above)

3)	Select Correct Paper Size: Letter
	Select Orientation: Portrait
	Page Scaling: None

4)	Go to File Menu, then to Print

5)	Choose amount of copies
	a) Make sure the Fit to Page option is unchecked

6)	Click on Print.
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