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Delete this box to insert a photo here. Within Microsoft Word, insert photo by clicking “Insert > Picture > from file” and locate the file on your computer that you want to insert.  Right click on your photo and choose “Format Picture.”  Select “Layout,” then select “In front of text” and click “Ok.” This will place your photo in front of any text or graphic in the template.  Use the “corner grippers” to resize your photo, and click and drag the graphic to your desired location in the template.  To position your image within the template, use your arrow keys. To “nudge” your image just a tiny bit, hold down your CTRL key (PC), or Option key (Mac) while using your arrows. You can use this trick to perfectly position your image.
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