
HAT-Title-Cards 2.0 User Manual 
#CAGTECH #CAGExhibits #CAGEssentials 


The HAT-Title-Cards 2.0.pdf template file allows you to easily create and print 
ten professional-looking art labels at a time for use in any Corvallis Art Guild 
exhibit - especially including Hanging Around Town venues and the Clothesline 
Sale. It can be reused any number of times so you can create labels for as many 
pieces of artwork as you need. The file is a template for 8.5” x 11” sheets of  2” 
x 3.5” sticky labels or pre-scored business cards from vendors like Avery, Office 
Depot, etc. You can also use it to print on whatever US Letter-sized paper stock 
you prefer, and has marks to guide cutting the labels apart. These marks appear 
outside of the label area, so they won’t appear on the finished labels.


Paper or labels must be 8.5” x 11” in a vertical orientation.  
Margins are .75” on the sides, and .5” top and bottom. 

The template is formatted to work with as many different computers or other 
devices as possible. It has some limitations because of that, and has not been 
tested with every possible combination of device and printer. It should work for 
most users, but is not guaranteed to work for every user. While suggestions for 
improvements are welcomed, prompt or custom updates are not likely. The 
template uses Helvetica because that font should be available to virtually all 
users. Changing the font is not a feature available of the template, but might be 
accomplished by configuring your computer system in a way that is beyond the 
scope of this manual.


Quick start: 

If you’re familiar with using fillable .PDF files, this one is pretty straightforward. 
Placeholder text in every field shows where to enter your own information. 
Starting in the upper left corner in the topmost field on label 1, then TABbing 
from field to field will be the smoothest, fastest way to finish a whole page of 
labels. If you need more than ten different labels, just reuse the form with new 
information.


If you’re not familiar with filling .PDF forms, or you want more details, read on!
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How to use the template: 

DOWNLOAD the template, then store the file where you can find it easily the 
next time you want to use it. You may wish to duplicate the file and work with a 
copy of it, to preserve a clean original. In the unlikely event that your working 
copy becomes unusable, you’ll be able to start with a fresh new copy of the 
original download.


Use whatever program you are familiar with to open the .PDF file. On Mac it 
might be Preview, or Acrobat, or another PDF utility. On a PC it will likely be 
Acrobat, or other software. When the template opens, you should see 
something like this:
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https://corvallisartguild.org/wp-content/uploads/2026/07/HAT-Title-Cards-2.0.pdf


Note the cutting guides around the edges, placeholder text in each of ten 
business card shaped cells in five rows and two columns, with each label 
numbered 1-10 left to right from top to bottom. (Ignore the Page 4 at the 
bottom.)


On whatever device you’re using, point to the top left #1 label “artwork title 1,” 
and click or tap it. This should result in your cursor placed to the right of the 1. 
Delete everything in the field, then type the title of your first artwork. The field is 
wide enough to contain most titles, but if your title is very long, keep typing until 
the title is complete, then press TAB on your keyboard - NOT Enter or Return. 


When you press TAB, two things happen: you should see your complete artwork 
title in the top row (if it’s long, the type might have gotten smaller), and the 
cursor should now be in the “medium 1” field below, to the right of the 1. Delete 
everything in this field, then type the medium of your first artwork.  Again, press 
TAB, and repeat the process to enter the price of your artwork, or type NFS if it 
is not for sale. Don’t just delete everything except the placeholder NFS - it won’t 
print.


You have now edited the artwork part of one label so far.


When you tab into, then type your name in the “Your name” field, your name will 
appear in all ten of the labels on the page.


When you then tab into the “best contact-email, phone, URL” field, whatever 
you type will also appear in all ten of the labels on the page. You also have 
choices to make: the field should easily accommodate a single contact method 
without shrinking the type. However, you might be able to fit an email and a 
phone number on one line before the type starts to shrink and get harder to 
read. Another option is to press Enter or Return to put another line of text in the 
field. However, each added carriage return makes the type much smaller and 
harder to read - and the bottom line might get cut off by the edge of the sticky 
label or cutting the cards. Make your own decisions about how to keep things 
simple and easy to read, based on your contact preferences.


Experimenting with TABbing between fields and using Enter or Return to add 
new lines in fields will help you figure out how to achieve the results you want.
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When you have finished entering your contact information, pressing TAB will put 
your cursor into the “artwork title 2” field in the right column of the first row. 
Keep deleting the placeholder text and entering your information in successive 
fields, noting that you no longer have to enter your name or contact information, 
because you did it in the first label. 


Sorry, .PDFs don’t support a reliable way to make tabbing into a field 
automatically select all the placeholder text so you don’t have to delete it. 

Please note: the form will not let you enter two different artist names nor 
different contact information methods on different labels. 


As you continue to enter information in each label, pressing TAB will take you to 
the next label in order, left to right, top to bottom, 1-10.


When your first ten labels are complete and you have double-checked them for 
accuracy, go ahead and print them as you wish. If you have a reason to want to 
reprint the SAME labels later, SAVE the file under an appropriate new name, then 
make another duplicate of the original file - OR of the same file - then enter new 
art data for your second batch of different labels.


If you find that labels are not aligned properly to whatever precut labels or cards 
you are using, make sure your device or printer is not scaling the print larger or 
smaller. Select 100% or Original Size in your print settings. And make sure your 
cards or labels are 2” x 3.5” in size on a US Letter 8.5” x 11” sheet.
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