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School Letterhead Template

To add you school’s logo:

1. Double click on the header graphic above.  This let’s you edit the header.

2. Click the logo one time so that it has a box around it. 

3. Select INSERT>PICTURE>FROM FILE and browse for your own logo.

4. Select your logo and click “Insert”. 

5. Drag handles to resize. 

6. Center, left, or right justify. 

7. Select “Close”

To edit the address in the footer:

*Note* You have to change it on both pages 1 and 2!

1. Double click on the footer address below.  

2. Edit text.

3. Select “Close”.

4. Repeat on page 2. 

Double click to edit this text: School name, School Address, Phone: (xxx)-xxx-xxxx

Visit our website: http://www.schoolwebsite.k12.us
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Put your school’s contact information here.

