[image: image1.jpg].émozing " m b




Make the most of Amazing People templates

Document format

Each template has been produced in Microsoft word, allowing text and images to be replaced easily.
Title Section

The title of each template has been written in a Text Box. Remember to keep words quite short here. If you need more space you can reduce the size of the text by selecting this option in Microsoft Word.
Images

To replace the image in Microsoft word: 
Select the existing image by clicking on it with your mouse (Black marks will appear around the border) 
On the Insert menu, select “Image from file” option
Choose the picture you wish to insert from your computer. 
Click OK.
The picture will now appear in the file. 
Resizing images
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To re-size the image: Select the image (Black marks will appear around the border)
Place your mouse over the corner. (You will see an arrow appear)
You can now increase the size of the image with your mouse. 
Text and content

For advice about content, please refer to the relevant “How-to” guide.
Logo

Don’t forget to insert your logo at the bottom in the appropriate text box – you can do this by repeating the steps to insert an image (see above). 
If you don’t have a logo, you can simply select this text box by clicking on it and deleting it!  

