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How to download and customize 
thank you card templates

1
Click “download” next to the thank you card you have chosen. 

2
The documents you will download are word documents. 

3
Each card is a template. Only the areas that contain the message 

and your contact details are editable.

4
The editable areas of the 

card are text boxes. You will 

use these sections to enter 

your contact details and if 

you choose, customize your 

message.
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5
We have included a 

message of thanks, 

which you are welcome 

to use. However, if you 

wish customize this 

message, you simply 

click in the box, delete 

the text and type your 

message. Or, you can 

expand the existing 

message by clicking on 

the section where you 

want to add more text.
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If you would like to include the guide on how to manage your 

cholesterol, please click here.

7
If you do not wish to include the guide on how to manage your 

cholesterol, simply delete that text from the textbox.

https://www.dynacare.ca/DYN/media/DYN/Pdf/Insurance/Managing_Cholesterol_Sell_Sheet_V3.pdf
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Once you have entered 

your details, click “save 

as” and type in your 

chosen file name.
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9
While you have the “save 

as” dialogue box open, 

in the “save as type” 

section, click on the 

dropdown arrow and 

select “pdf”. Click save.

10
You now have a customized thank you card ready to 

attach in an email to send to your clients.


