How To: Add Text Using the Text Box Tool

Important Notes:

o The default font for the text box is red, Arial, 12pt.

« The text box tool is useful when adding text onto the map itself because it stands out so well.

e You CAN NOT easily change the font or text size.

o The typewriter tool WILL ALLOW changes in font and text size. See next page for typewriter
tool instructions.
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3. To remove or change the color of the
text box border and/or background fill color,
Right-click on the text box and choose
Properties.
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4. Change the border style (line or no line), color of
the line or fill color by clicking on the appropriate
boxes—see screen shot at right).
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How To: Add Text Using the Typewriter Tool

Important Notes:

The default font for the typewriter is black, Courier, 12pt.

The typewriter tool is best used when adding additional legend items.

In Adobe Reader v. 9, the type can be changed to another color, font, or size to show up better

on the map itself.

1. Choose the typewriter tool either from your toolbar or via the dropdown menu as shown below.
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3. Click on the Typewriter Tool and then click on the map where you
want the text placed. Note: If you are trying to place the text within
an existing field boundary you may have to click twice.

Type in the name of the field, and hit Enter.
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4. You can change the font type, size and color
using the typewriter toolbar options available
(NOTE: Not all versions of Adobe Reader allow
this!!). Highlight the text you want to change
and choose the best fit.
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