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How to customize the Full Statement 
eBill Get Started Guide.
This helpful document shows members 
how to start using eBill with full statement 
details. Share the guide with members on 
your website, through email or  
in-branch after your upgrade.

Here are instructions to create your 
customized Full Statement eBill Get 
Started Guide in four steps.

Step One: Download the  
Full Statement eBill Get 
Started Guide
Click on the Download button to get a customizable Adobe PDF file downloaded 
to your desktop.

Step Two: Add your contact information
Open the PDF in Adobe Reader, Adobe Acrobat or Adobe Professional. Now the 
PDF text can be customized with your financial institution’s information 
simply by typing in the designated fields as shown below.

There are three lines for customizable text. There is also space for your 
institution’s logo. This will be addressed on the following page.

Important note:
Please double-check the accuracy of your customized text before printing.

Customizable institution information area

Character limits:

Line 1: 40 characters
Line 2: 40 characters
Line 3: 40 characters

Line 1
Line 2
Line 3
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Step Three: Add your logo or institution name
Customizable logo area

Character limits:

Logo area: 40 characters

Your printer can add your institution’s logo in the header of the PDF. It is 
recommended that you take a high-resolution JPEG (300dpi and CMYK), high-
resolution TIF (300dpi and CMYK) or vector EPS (CMYK) file of your logo to your 
printer so they can add it in for you.

If you have Adobe Acrobat 9 Standard, Adobe Acrobat 9 Professional or Adobe 
Reader 11 or above, you can add the logo yourself. See instructions below.

If you prefer, you can add your institution’s name in text in the customizable logo 
area rather than adding your logo image. Text entered into this area will appear in a 
larger font.

Adobe Acrobat 9 Standard instructions:
	 1. Open the logo image in Microsoft Paint (PCs) or Preview (Macs)
	 2. �If you are using: 

• Windows XP or Vista, go to: “Edit,” then “Select All.”   
• Windows 7, on the Home Tab, go to: “Image,” then “Select,” then “Select All.”  
• Mac, go directly to step 3.

	 3. Copy the image
	 4. Open the PDF in Acrobat 9 Standard
	 5. Paste the image into the document
	 6. �Move and resize the image in the header as desired, but do not make  

logo so large that it is no longer high resolution 
Important note: For best results, logo size should be no larger than  
1400px wide by 275px high or 4½" wide by 1" high at 300dpi 

	 7. Save your document
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Adobe Acrobat 9 Professional instructions:
	 1. �Open the PDF
	 2. Open the high-resolution logo JPEG in Adobe Acrobat 9 Professional
	 3. Select the arrow tool in the toolbar
	 4. Click on the logo and copy the image
	 5. Click on the PDF and paste the image
	 6. ��Move and resize the image in the header as desired, but do not make  

logo so large that it is no longer high resolution 
Important note: For best results, logo size should be no larger than  
1400px wide by 275px high or 4½" wide by 1" high at 300dpi 

	 7. Save your document

Adobe Reader instructions:
If you have Adobe Reader (Version 11.0 or later), you can add the logo yourself 
using this process.

Prepare your logo. 
This process requires that you save your logo as a PDF file so you can add it as 
a stamp in Acrobat Reader®.

	 1.	Make a copy of your logo to preserve the original 
	 2.	Open the copied logo file in Preview (Macs) or Microsoft Paint (Windows)
	 3.	�Scale the logo to appropriate size 

Important note: For best results, logo size should be no larger than  
1400px wide by 275px high or 4½" wide by 1" high at 300dpi

	 4.	Save your logo as a PDF 
		  In Preview – File: Export as PDF 
		  In Paint – Print using the Adobe PDF printer to create a PDF 

Adding your logo to the PDF
	 1.	Open the PDF
	 2. Click on View in the Top Menu Bar and go to Comment: Annotations
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	 3.	�A menu opens on the right side of the document. Select the Stamp tool 
and go to Custom Stamp: Create Custom Stamp.

	 4.	Click the Browse button, navigate to the Logo PDF file and click OK

	 5.	Select or create a category for the logo and name it  

	 6.	Now select the Stamp tool, your category and your logo
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	 7.	�Move the cursor over the document and click. This will place the logo, 
but it will still need to be positioned and scaled.  

	 8.	Select the logo with the cursor, scale and position it

Step Four: Print, post or email

After you add your customized text and logo, you can post this document on your 
site or in emails to members, or you can print it and provide it to members. 

Important printing notes:  
	 •	 For best quality, take the customized PDF to your local printer for printing.
	 •	 Printing on white 100-lb. gloss text paper stock will achieve the best results.
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