Delmhorst Instrument Co.
Instructions to Personalize your Navigator Spreadsheet

1. To personalize your Navigator spreadsheet with your logo and contact information, open the Navigator Spreadsheet File that you have previously saved for a particular job.  First, you must have saved a company logo in an active directory.
2. On the toolbar, click on “Insert”; go to “Picture”, then on “From File.”
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3. Locate your logo in an active directory and “Insert” the logo into the spreadsheet.
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4. You may have to reduce the size of your logo.  To minimize the image place your cursor on the bottom right corner of the picture until you see a two-ended arrow.  Hold down the “Shift” key and simultaneously hold down the left mouse button towards the center of the image until it proportionately fits at the top of the spreadsheet.
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5. To insert your contact information, click on “Insert Contact Info”.
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6. Highlight that entire text and delete it.  
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7. Enter your contact information.  
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8. Save the file.
Delmhorst Instrument Co.
51 Indian Lane East
Towaco, NJ 07082
800.222.0638

