
TUTORIAL  

 How to edit “Clicks” word document. 

 

This short tutorial will help you edit this word document. Following the 
tutorial and referring the screenshots, you’ll be able to replace images, 

logos and text. 
  

To replace the Logo, right-click the “Clicks” logo and then select “Change Picture” 

 

 

 

 



A pop-up window will come up. 

 

 

Browse the logo/image you want to replace, and then select it. Now click “Insert” 

 



To replace the text “Powered by www.YourWebsite.com” at the bottom of the cover, move your 
mouse cursor inside the text box and then click anywhere inside the text box to activate. 

 

 

Now, while the cursor blinks inside the text box, select all the text. You can use dragging method or 
Ctrl+A (Mac=Cmd+A). After the text inside the text box is selected, type or paste your new text (or 
your new url). Example screenshot below where the text is replaced. 

 

http://www.yourwebsite.com/


Follow the same on page 11, page 21 and page 26 (Screeshots below) 

 

 



 

 

With the “Bluehost” ad page, you can actually put your Bluehost affiliate link. The bluehost logo 
(circled red) is editable. You can hyperlink that logo to your bluehost affiliate link. Here’s how to do 
that… 

 



Right-Click the “Bluehost” logo, select “Hyperlink…”  

 

In the new hyperlink options window, type in (or copy/paste) your bluehost affiliate link (example 
shown in the below screenshot). 

 


