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4. With your chosen template displayed in a 
zoomed-in preview on a pop-up window, 
select it by touching or clicking the OK button 
beneath the preview.

At this point, you can customize the template by:
• Changing the content, font, size, or style of editable text
• Changing or removing replaceable graphics
• Adding a name list if the template uses one
(For details, go to the next section, Customizing an Award or Sticker Template on page 5-5.)

-OR-
If you’re ready to print the project, touch or click Next to go to the Print Preview screen. (See Printing an 
Award or Sticker on page 5-11.)

(Continued) To find an award or sticker template:

 Do this:  On this screen:

TIP: If the screen displays a 
blank thumbnail panel with the 
words No Results Found, or if the 

desired template doesn’t appear in the 
thumbnail panel, touch or click Back or 
Start Over and try another keyword.

TIP: Notice on the example 
screen that the school name 
entered during the setup process 

(Woodrow Elementary) has been 
automatically added to this template, as it 
will be to any template with a school name 
placeholder.
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Customizing an Award or Sticker Template
VariQuest Design Center Software templates let you generate awards and stickers with the least 
amount of work. Often, a template will provide exactly what you need, just as it is. However, 
the templates are also easy to customize to your individual needs. Once you’ve found a 
template (see Finding a Template on page 5-2), you can usually customize it in any of the 
following ways:

• Change the content of an editable text item.
• Change the font, size, and style of an editable text item.
• Change or remove an editable graphic.
• Add a name list to create personalized copies (on templates that use name lists).

After selecting your template, it will appear in the Edit screen, where you can make any changes 
permitted by the specific template.

TIP: Not every text item or graphic in all awards and stickers templates can be 
changed. In some cases, the text or graphic is so essential to the template design that 
allowing it to be changed would render the template useless. If you try to change a non-

editable item, a message to that effect will appear on your screen. If you think it’s essential to 
change the graphic or text item, it’s very likely a different template would be better and easier to 
use for your project. Try browsing the templates to find a more suitable design.

To change the content of a text item on a template:

 Do this:  On this screen:

1. With the template displayed on the Edit 
screen, touch or click the text you wish to 
change. You’ll know you’ve selected it when 
you see it bordered by squares.

2. Touch or click the Change Text button. The 
Virtual Keyboard will appear with the current 
text highlighted.

3. Touch or click the keys on your screen to 
modify the text. (For help in using the Virtual 
Keyboard, see How to Use the Virtual 
Keyboard on page 1-11.)

4. When you’ve finished entering text, touch or 
click the OK button. 

The template will reappear with your text 
changes.



Chapter 5: Creating & Editing Awards & Stickers

5 – 6 VARIQUEST DESIGN CENTER SOFTWARE USER GUIDE

(Continued) To change the content of a text item on a template:

At this point, you can modify the template further by:
• Changing the content of another editable text item
• Changing the font, size, or style of editable text (see To change the font, style, or size of a text item on a 

template: on page 5-6)
• Changing or removing replaceable graphics (see To change a graphic on a template: on page 5-8 or To 

remove a graphic from a template: on page 5-9)
• Adding a name list, if the template uses one, to generated personalized awards or stickers (see To add a name 

list to a template: on page 5-10)
-OR-

If you’re ready to print, touch or click Next to go to the Print Preview screen. (See Printing an Award or 
Sticker on page 5-11.)

TIPS: Remember to always first select 
the text or graphic to change before you 
click the Change Text button.

A blank space outlined by a thin dotted line marks 
a text box in a template. The dotted line will not 
print; it simply marks the space where text can go.

A thick black box with an X inside it marks an area 
where a graphic can be placed in a template. The 
X and box will not print if you decide not to insert a 
graphic there. When you remove a graphic, this 
box remains so you can always re-insert it.

When you select a text box or graphic, square 
“bullets” appear around it to indicate that it’s 
selected.

To change the font, style, or size of a text item on a template:

 Do this:  On this screen:

1. On the Edit screen, touch or click the text 
whose font you wish to change.

2. Touch or click the Change Font button.
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3. Make the changes you wish, as follows. 
(Whenever you make a change, the template 
preview will be updated immediately.)

• To change the text font: On the Font list, 
touch or click the font you want to use. Font 
names in the list appear in the actual typeface 
of their font. Use the up/down arrows to 
scroll through the entire list of fonts.

• To change the text size: Touch or click the 
Font Size plus (+) or minus (-) buttons to 
make the text larger or smaller.

• To change the text style: Touch or click the 
Bold, Italic, and/or Underline buttons to 
create the style you want. The style is “on” 
when the button looks pushed in, and “off” 
when the button looks like it’s “up.” You can 
apply any or all styles to the text.

4. When you’ve finished, touch or click the OK 
button at the bottom of the screen.

(Continued) To change the font, style, or size of a text item on a template:

 Do this:  On this screen:

TIP: If your template contains 
more than one modifiable text 
item, you can select another text 

item on this screen — without having to 
go back to an earlier screen — and make 
any changes to the font of that text as 
well. Just touch or click the text whose 
font you wish to modify, and follow the 
steps of this procedure.

At this point, you can modify the template further by:
• Changing the font, size, or style of another editable text
• Changing the content of this or another editable text item (see To change the content of a text item on a 

template: on page 5-5)
• Changing or removing replaceable graphics (see To change a graphic on a template: on page 5-8, or To 

remove a graphic from a template: on page 5-9)
• Adding a name list, if the template uses one, to generated personalized awards or stickers (see To add a name 

list to a template: on page 5-10)
-OR-

If you’re ready to print, touch or click Next to go to the Print Preview screen. (See Printing an Award or 
Sticker on page 5-11.)
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To change a graphic on a template:

 Do this:  On this screen:

1. On the Edit screen, touch or click the graphic 
you wish to change.

For detailed information on how to use these search 
functions, see How to Find Files in the Design 
Center Software on page 1-14.

2. Touch or click the Change Graphic button.

3. When the Change Graphic screen appears, 
touch or click the button identifying the way 
you wish to find the new graphic:

• Search by Keyword and Browse 
Categories search the graphics provided 
with the Design Center Software. When 
you’ve located the graphic you want, touch 
or click the thumbnail. 

• Find My Own Graphic lets you search the 
graphic files elsewhere on the DC1000 or 
PC. When you find the graphic of your 
choice, touch or click its icon in the display, 
and then touch or click the OK button to use 
it and return to the Edit screen. Graphic files 
that use any of these supported formats will 
be displayed:

- Bitmap (*.bmp)
- TIFF (*.tif)
- JPEG (*.jpg)
- Portable Network Graphic (*.png)

At this point, you can modify the template further by:
• Changing the content, font, size, or style of editable text items (see To change the content of a text item 

on a template: on page 5-5 or To change the font, style, or size of a text item on a template: on 
page 5-6)

• Removing a graphic (see To remove a graphic from a template: on page 5-9) 
• Adding a name list to generated personalized awards or stickers (see To add a name list to a template: 

on page 5-10)
-OR-

If you’re ready to print, touch or click Next to go to the Print Preview screen. (See Printing an Award 
or Sticker on page 5-11.)

TIP: The most suitable graphics are 
those created at a high resolution for 
printing purposes (such as those 

used for a yearbook or letterhead). Images 
created for a website usually don’t work well 
because of their lower resolution. Black-and-
white or grayscale graphics yield the best 
results, although grayscale graphics with 
many gradations can produce less-desirable 
results.

TIP: VariQuest graphics are 
provided for a variety of designs, 
and not all graphics will look good 

on all templates. As a result, you may 
need to experiment with different graphics 
to find the ones that work best for your 
specific template.



Chapter 5: Creating & Editing Awards & Stickers

VARIQUEST DESIGN CENTER SOFTWARE USER GUIDE 5 – 9

To remove a graphic from a template:

 Do this:  On this screen:

1. On the Edit screen, touch or click the graphic 
you wish to remove.

2. Touch or click the Remove Graphic button.

3. The graphic is replaced by a box with an X. 
This box will not print out, but will remain 
with your customized version of the template 
as a placeholder.

After removing a graphic, if you save the 
changed template, you can always add a 
graphic back in — either the original or a 
different one.

To add the graphic back, touch or click the 
placeholder, then follow the steps of the 
procedure To change a graphic on a 
template: on page 5-8. 

At this point, you can modify the template further by:
• Changing the content, font, size, or style of editable text items (see To change the content of a text item 

on a template: on page 5-5 or To change the font, style, or size of a text item on a template: on 
page 5-6)

• Replacing a graphic (see To change a graphic on a template: on page 5-8) 
• Adding a name list to generated personalized awards or stickers (see To add a name list to a template: 

on page 5-10)
-OR-

If you’re ready to print, touch or click the Next button to go to the Print Preview screen. (See Printing 
an Award or Sticker on page 5-11.)

TIP: The graphic is removed 
from the template, but not deleted 
from the Design Center Software. 

You can always search or browse the 
Design Center Software graphics to find 
and restore the graphic.
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To add a name list to a template:

 Do this:  On this screen:

1. On the Edit screen, touch or click the text 
(e.g., “Student Name”) where you want the 
names from your list to appear.

2. Touch or click the Add Name List button.

3. If you’re adding a name list to this template 
for the first time, the Add Name List screen 
appears with an empty Text to Include box. 
Touch or click either:

• Create/Edit List if you want to create a new 
name list for this project. The Virtual 
Keyboard will open, and you can begin to 
enter the individual items for the name list. 
For detailed information on creating, 
editing, and saving name lists, refer to 
Creating & Managing Name Lists on 
page 2-8 of this guide.

• My Saved Lists if you want to use an 
existing name list for this project .

4. If you choose the My Saved Lists button, the 
Name Lists screen will appear with all saved 
name lists displayed. Touch or click the name 
of the list in the Saved Lists box. 

After highlighting the name list you wish to 
add, click OK. If you’ve changed it since it 
was last saved, you’ll be prompted to save it 
with the changes.

TIP: Remember to always first 
select the text before you click 
the Add Name Text button. If the 

text cannot be replaced by a name list, a 
message with that information will appear.

TIP: When you select a list, you 
can scroll through the items on 
that list in the Preview box.
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Printing an Award or Sticker
When you’re ready to print your award or sticker, you have several options, depending on the 
type of project. Also, if you’ve customized the template, you will be asked if you want to save 
the template before you initiate the printing process.

Saving a Template Before Printing

If you have made any changes to the template, you will be prompted to save it when you choose 
Next on the Edit screen.

5. Once you’ve added your name list, the Edit 
screen will reappear with the first name on the 
list displayed in the template.

(Continued) To add a name list to a template:

 Do this:  On this screen:

TIP: You can use only one name 
list per template. If you already 
used a name list for the template 

and want to use a name list for a different 
text item, change the first text item to 
standard text by touching or clicking the 
Change Text button and entering the 
standard text you want to appear. Then 
add the name list to the new text item.

At this point, you can modify the template further by:
• Changing the font, size, or style of editable text items (see To change the content of a text item on a 

template: on page 5-5 or To change the font, style, or size of a text item on a template: on page 5-6)
• Changing or removing replaceable graphics (see To change a graphic on a template: on page 5-8, or To 

remove a graphic from a template: on page 5-9)
-OR-

If you’re ready to print, touch or click Next to go to the Print Preview screen. (See Printing an Award or 
Sticker on page 5-11.)

TIP: When should you save a template? Consider these guidelines:
• If you plan to re-use or to output additional copies of the template you’ve 

customized, you’ll save time by saving it and opening it later via the My 
Saved Stickers option on the Find screen.

• If you didn’t make any actual changes, or if you don’t plan to reuse this customized 
version in the future, it’s not necessary to save it (especially if you don’t want to add 
unnecessary files to the My Saved Stickers folder).
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To save a customized template:

 Do this:  On this screen:

1. After touching or clicking Next when you’ve 
finished with the Edit screen, a pop-up 
message will ask whether you want to save the 
template.
• Touch or click Yes if you want to save it 

under a new name.
• Touch or click No if you don’t want to save 

the template, but do want to proceed to 
printing.

• Touch or click Cancel if you want to remain 
on the Edit screen (e.g., to consider further 
customization).

2. The Virtual Keyboard will appear. Enter the 
name you want to use, then touch or click OK.

3. When you get the confirmation message that 
the template was saved under the name you 
entered, touch or click OK to continue to the 
output screen.

To print awards or stickers on the Awards Maker 400:

 Do this:  On this screen:

1. Make sure the Awards Maker is turned on, and 
the media type and width you want are 
installed. 

2. When the Media Type and Width screen 
appears, make sure the sticker media type and 
size loaded in the printer are checked. Touch 
or click a media type and media width to 
select them. Then touch or click Next to 
continue.
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3. With your project displayed on the Print 
Preview screen, set the number of copies you 
want printed. The number in the Copies box 
defaults to “1”. Touch or click the up/down 
arrow keys to change the number.

If you’ve added a name list to your project, 
you can preview all versions of the template 
by touching or clicking the Show All 
Previews button.

On the All Previews screen, you can scroll to 
see the templates for all names. You can also 
view an enlargement by touching or clicking a 
thumbnail.

After viewing all previews, touch or click OK 
to return to the Print Preview screen.

Preview Screen for Show All Previews:

(Continued) To print awards or stickers on the Awards Maker 400:

 Do this:  On this screen:

TIP: When using a name list, the 
number in the # of Stickers box 
defaults to the number of names 

on your list. As the sample screen shows, 
9 appears because that’s the number 
shown in # of names on list. 
• If you reduce that number, the end of 

the list will be cut off. For example, if 
your list consists of 30 names, but you 
change the # of Stickers to 25, the 
last five names will not be printed.

• If you increase that number, the 
Awards Maker will start over at the top 
of the list. For example, if you want to 
print two copies of each name, using 
that same 30-name list, you would 
increase the # of Stickers to 60.
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4. If you want to adjust the density of the 
printing, touch or click the Adjust Printer 
Density button on the Print Preview screen. 

A pop-up window will appear with a slider. 
Touch or click the slider and drag it to Lighter 
or Darker as you wish.

You can return the density to the level before 
coming to this screen by touching or clicking 
Reset.

When you’re done, touch or click OK, or if 
you want to discard your adjustments, touch 
or click Cancel.

5. If you selected the Specialty - Clear Parking 
Permit Sticker media type previously, you 
will also have the option to choose Mirror 
Printing. 

Mirror Printing prints the sticker so it can be 
read through a window, as you would view a 
parking permit sticker.

6. When you’re ready to output your awards or 
stickers, touch or click the Print button.

A pop-up window tells you of the status of the 
print job. When the print job is complete, the 
pop-up window closes, leaving the Print 
Preview screen displayed.

7. If you’re finished with the project and the 
Awards & Stickers module, touch or click the 
Close button.

Other options available are:
• Print additional copies.
• Go Back to make a change to the design.
• Start Over to work on a new awards/stickers 

project.

(Continued) To print awards or stickers on the Awards Maker 400:

 Do this:  On this screen:

TIP: The default setting for 
optimum quality has been pre-set 
for each sticker media type. You 

will rarely need to adjust it.
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