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Walk Email Template Directions
1. Open the PowerPoint file; please change to the appropriate text anywhere you see something written in red. 
a. This is the only text you need to change in the document 
2. There are two places to add photos:  one in the top right corner and one in the middle left side. 
a. To insert a picture: go to Insert, click on Picture, click on From File, then choose your picture and it will be placed in the document. 
b. You will then need to grab the corners of the photo to shorten or lengthen the picture to fit the box or grab the photo to move it to the location it needs to be. 
c. In order to tilt your picture, you will see a little green dot at the top of the photo, run your cursor over it, click on it and then you should be able to move your picture from side to side. 
3. Once your file is complete, please save it. 
4. To place the completed file in an email, please follow these directions: 
a. With the file open in PowerPoint, go to Edit, click Select All, then go back to Edit and click Copy. 

b. Create a new email and click your cursor in the body of the new email, click Edit, then click Paste. 
5. Your PowerPoint file should now show up in the body of your email. 
6. Send to family, friends and co-workers! 

