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The client documents found on the Client page at Violand.com are protected to maintain their format. There are 
many fields on all of the documents that are able to be edited, so the documents can be adjusted to fit your 
needs. Here are a few tips on how to edit the documents. If you have any questions while working through these 
steps, do not hesitate to call the Violand office for help at +1 800 360 3513 or 330 966 0700. 
 

1. When viewing the document, are the places where you are able to make changes highlighted? It makes 
it much easier to edit the documents. If not, Go to the “Review” tab on the toolbar at the top of the 
page and select the “Restrict Editing” option. A column on the right side of your screen should pop up. In 
that column, select “Show All Regions I Can Edit” and make sure the box is checked to “Highlight the 
regions I can edit.” Although it won’t print highlighted (as you can see in print preview), this will make 
editing much easier.  
 

2. To edit the text, just click on the text within a highlighted area and add/delete/adjust as needed. When 
editing in the header or footer you need to double-click in these areas for them to open.  

 
3. To put more space in the header (or in any part of the document that needs more space, including cells 

in tables, etc.), go to the section that you want to edit. In the highlighted area surrounded by brackets, 
hit enter as many times as you want. You can still delete the text if you just  want your logo there, but 
this will give you the extra spaces you need, as seen here: 

 
 
 
 
 
 
 
 
4. To change the color, you have to be very careful to only highlight the text within the brackets. Do not 

highlight the brackets themselves, just the text. It helps if you zoom in (120% is a good starting point) so 
you can see exactly where you are highlighting. As long as you are only highlighting the text within the 
brackets, you should be able to change the color.  

 
 

Note:  If you cannot select the font color button at the top of the page (if it is grayed out), try 
highlighting the text you want to change, right clicking on it, and selecting “Font.” Then you 
should be able to change the color in the Pop Up box that appears. 

 
If that doesn’t work, try deleting the text you entered with the “Replace” tool and manually 
typing your text in with the correct color selected.  

 
5. Make sure you delete the parentheses around “your company,” so they aren’t still in the text.  
 

6. To insert your logo into the header, double click the header area or go to the “Insert” tab on the top 
toolbar, select “Footer,” and scroll down to click “Edit Footer.”  
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7. Right-click the “Your Logo/Company Name Here” box in the header, and click “Change Picture.” You will 
then be able to select the file version of your logo. Then you can adjust the size.  
 

8. If you simply copy and paste your logo into the header, make sure the layout option is set to “In Front of 
Text” and “Fix position on page.” This will keep the logo from creating any extra space in the header and 
moving the text.  
 

 
 
Again, if you need any assistance, please do not hesitate to call the Violand office for help at +1 800 360 3513 or 
330 966 0700. 
 
 


