
PrintShop Basics 
 
PrintShop makes it easy to make a variety of great-looking print publications such as greeting cards, 
signs, certificates and more. 
 

1. When you open the PrintShop software, you 
will first choose the type of publication you 
want to create. Just click once on the desired 
colored button.  For the purposes of this 
session, we will choose a sign. 

 
 
 
 
 
 
 
 
 

2. You will be asked if you want to customize a ready-
made publication or start your own from scratch. To 
customize a ready-made design, click the button. 
Next, choose your category  (Home, School, 
Business, etc.) 

 
 

3. You will see a list of designs for the given 
category with previews at the right as you 
click through them. If desired, check 
Show All Signs to see all the designs in 
all the categories. 

 
4. If you choose a ready-made design, all 

you have to do is double-click any text on 
the sign to change it to your text.  Then 
just save and Print! 

 
5. For this lesson, we’ll start a sign from 

scratch. Click the Start from Scratch 
button.  

 
6. PrintShop asks if you want your sign to be Tall or 

Wide. Click on your selection. 
 

7. The next window allows you to choose a Backdrop 
for your sign.  Scroll through the choices and choose 
one, or just leave the selection on Blank Page. 
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8. Next, choose a Layout for your sign. Ready-made 
layouts are designed to place Headlines, Text 
Boxes and Graphics in attractive shapes to match 
your chosen backdrop. If desired, choose No 
Layout.  

 
Note: If you choose No Layout, you will need to add 

 your headlines, text boxes, etc. using the Add 
 Object button or menu.  

 
 
 

 
 

9. Notice the placeholders on your new publication. Each placeholder 
indicates a different type of Object. Double-click a placeholder to 
choose a graphic or enter text. 

 
 
 
 
 
 
 

 
 
 
About Headlines 
 

10.  Headlines have three main features that distinguish 
them from regular text boxes.  

a. The text will automatically resize itself as you 
resize the headline 

b. You can change the shape of a headline as 
pictured here 

c. You can choose different colored outlines and 
backgrounds for your text 

 
11.  Type the text for your headline. Notice that you can only have two lines of text in a headline. 

Hit the Enter key to separate the two lines. 
 

12. Choose your Font, Shape for your headline, and 
Color.   

 
13. Click the Customize button and experiment with 

outlines and shadows for your text. Under the Color 
menu, notice that you can choose separate colors for 
your text, outline, fill colors and shadow. 

Headline 

Graphic 

Text Box 
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About Graphics 
 

14.  Double-click a Graphic placeholder to choose a 
graphic. Notice that you can choose a particular 
Graphics Library to look in, or select All Libraries 
(scroll up to find). 

 
15. Graphics are searchable. Click the Search 

Options button. 
 

 
 
 
 

16.  You have a number of options when searching for a 
graphic. You may click the Category Keywords and 
check the options that apply, or just type a keyword in 
the white box and click Search. Another option is the 
click the Add Project Text button.  Any text you have 
already entered on your publication will be 
automatically added as keywords for your graphic 
search.  

 
17. When you find the graphic you like, just click OK.  

 
18.  When your graphic appears, you can resize it by clicking 

and dragging one of the four “handles” around the 
corners.  Keep in mind that graphics may be dragged off 
the screen, and if desired, you can have just half of the 
graphic showing on your publication. 

 
19.  If you’d like to use your graphic as a background 

element, pull down the Shading menu and set the 
shading to a lower percentage (i.e.20%) 

 
20.  If your graphic is a black line drawing, you can change 

its color using the Object Color button. 
 
 

 
 
About Text Boxes 
 

21.  Enter your text in a text box by double-clicking its 
placeholder. In this window you can also change your 
font, size, color, style and justification of the text. 
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About the Toolbars 
 

22.  Many items can be formatted just by clicking 
once to select them, and using the toolbar 
buttons for Bold, Italics, Centering, Font, etc. 

 
23. Graphics, Headlines and Text Boxes can be 

rotated using the Rotate button. Click the button and click and drag a corner of the object to 
rotate. 

 
24. The Undo button is another handy tool. 

 
 
A Few More Tips 
 

 
25.  Frames can be added to graphics and text boxes by pulling 

down the Object menu and clicking on Frame.  
 

26. After choosing the type of frame you would like to use, you may 
change its color using the color pull-down menu.  Click on 
Frame, then choose the color. 

 
 
 
 
 
 

 
27.  You can also change the background color of 

your page with this menu.   
 
 
About Greeting Cards 
 

28.  When working with Greeting Cards, use these 
buttons to navigate to the inside and back of your 
card.  

 


