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Template Revision Directions
Changing a photo:

· To remove an existing photo, click on the existing picture, and press delete on your keyboard to remove it.

· To insert a new photo, click on “Insert” on your computer’s main toolbar. Within its drop down menu, scroll to picture, and click on “from file.”
· Browse for the photo you’re looking for, and double click the file name to insert the picture into the document.

· Once the photo has been placed in the document, click on it so that the border is highlighted.

· Then, right click your mouse and click format picture.

· Click on the layout tab in the format picture menu, and then click on “behind text.” This will allow you to adjust the size of your photo.

· Once these settings are complete, grab one corner of the photo with your cursor and pull the corner to shrink/enlarge the image as needed.

· To move the photo to another area of the document, simply click on the photo until it is highlighted, and use the up/down and left/right arrows on your keyboard to maneuver. Or, use your mouse to drag the photo to another area of the document.
Inserting a logo:

· To insert a new logo, you’ll first want to delete the text box marked “Insert logo.” Simply click on the box until it is highlighted, and click delete on your keyboard.

· Then, click on “Insert” on your computer’s main toolbar. Within its drop down menu, scroll to picture, and click on “from file.”

· Browse for the logo you’re looking for and double click the file name to insert the logo into the document.

· Once the logo is in the document, click on it so that the border is highlighted. Right click your mouse and click on format picture.

· Click the layout tab, and then click on behind text. This will allow you to adjust the size of your logo.

· Grab one corner of the logo with your mouse and pull to shrink/enlarge the image as needed.

· To move the logo to another area of the document, simply click on the logo until it is highlighted, and use the up/down and left/right arrows on your keyboard to maneuver. Or, use your mouse to drag the logo to another area of the document.
Changing Text

· Click on your mouse while your cursor is over the document’s text. In doing so, a text box will appear around the text.

· Simply delete the current text located in that text box, and type your new message.

· To move a text box to another area of the document, simply click on the text box until it is highlighted, and use the up/down and left/right arrows on your keyboard to maneuver. Or, use your mouse to drag the text box to another area of the document.

Removing Exclamation Points and Asterisks

· The included exclamation points and asterisks are saved as text, not artwork. Therefore, to remove them, simply click on your mouse while your cursor is placed over the symbols. In doing so, a text box will appear.

· Simply delete the text box by clicking delete on your keyboard.
