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	HIGHLIGHTS


Feel free to change the heading of this section, as well as its size.

· Here you may choose to place upcoming events, general announcements, quotes, etc.

· Information on branding standards, fonts available for download and more can be found within our Brand Center. 

University of Wyoming brand specific fonts (Gotham and Futura) may be downloaded from our Brand Center. 

If you have questions or concerns, please do not hesitate to contact Institutional Marketing (uwmktg@uwyo.edu) or visit our website for more information.




Insert article text here. Continue reading for further instructions on editing this template. Within this template you may adjust the columns, images and design elements as needed. Instructions for replacing and adjusting images can be found on the next page. While editing this template, remember to replace the example unit logo and contact info with your own. Always double check that you have replaced the headline text, dates, and article content from the template example text. 

If you would like to add more pages to your newsletter, select the area off to the right of the last page, then navigate up to “Insert,” in the task bar and select “Blank Page,” from the options displayed below. You may then copy and paste columns from previous template pages and fill them in/manipulate them as needed. To select multiple design elements and text boxes at once, hold the shift key as you select different items – this will help keep items in line.

When saving for distribution, navigate to the task bar, select “File,” then “Save As.” Under “File Format,” select the “PDF,” option and then “Best for Printing.” This will ensure that the font selections will be maintained and not adjusted to off-brand font selections. 
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cowboyjoe@uwyo.edu


(307) 766-000
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[image: ]Continue reading below for a few tips you may find handy while utilizing this template. 

· The image in the header is cropped. To easily switch it out and adjust, select the image (you may need to temporarily move the gold frame out of the way.) Under the “Picture Format,” task bar select “Change Picture.” You may then select your own image from within your computer’s files. If you are ever in need of high-quality images take a look through our Photo Database. If you do not yet have access, please fill out our request form. 

· The other images in this template may be edited in a similar manner. They have all been cropped to fit the columns as you seem them now. Feel free to adjust the crop as needed. To adjust the crop or adjust the image within, select the image and navigate to the “Picture Format,” window. Select “Crop,” in order to make adjustments as needed. 

Your version of Microsoft Word may vary. Assistance can always be found on the Microsoft Support Site. 
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Here you will find another section for additional article text, a feature of a new or honored staff member, and whatever else you find necessary. You also have the option of including another photo or highlight box. This template is built upon a two-column format, columns may be copied or arranged as needed! 

[bookmark: _GoBack]Again, if you have questions or concerns, please do not hesitate to contact Institutional Marketing via email at uwmktg@uwyo.edu.
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HIGHLIGHTS





Feel free to change the heading of this section, as well as its size.




· Here you may choose to place upcoming events, general announcements, quotes, etc.

· Information on branding standards, fonts available for download and more can be found within our Brand Center. 

· Need assistance with a project? Complete a Project Request Form.

· Please do not hesitate to contact Institutional Marketing if you feel this template could be improved in any way. We’re here to help!
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