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Instructions for Editing Impact Social Tile Templates
[bookmark: _9aycdz4sm20n]#Changing Text
· All text on the slides can be edited. Simply click in the text boxes and update.
· It is recommended that you:
· Update the stats/numbers & your Program Name (Delete the brackets)
· Leave “2020-2021 Impact” as is
· Adjust font size and/or text box spacing as needed, based on amount of text written
[bookmark: _b9ob7r7shsd8]#Changing Your Logo
NOTE: THIS CHANGE MUST BE DONE IN THE SLIDE MASTER
· To access the Slide Master: 
· Select “View” in the top navigation bar
· Select “Slide Master”
· NOTE: Certain graphic elements have been placed in the Master to maintain consistency across tiles. For example, the wave at the bottom of the tiles, or the yellow dot + line. Please do not alter these items and only change your logo.
· Once in the Master, click the yellow squares at the top and/or bottom of the each tile.
· Delete that placeholder box and replace it with your logo by selecting "Insert" in the top navigation bar and then “Picture from File” in the “Pictures” dropdown menu. 
· We recommend not exceeding the height of the gray rule that separates your logo from the EVERFI mark.
· Once complete, click “Close Master”. Your logo should now be on every main tile.
[bookmark: _y4s7fwt6osw8]#Updating Background Colors
NOTE: THIS WILL HAVE TO BE DONE FOR EACH INDIVIDUAL TILE
· To change the background gradient:
· Right click on the selected tile.
· Select “Format background”
· A panel should appear on your right. You will see the “Gradient Fill” button is selected.
· To change the first color, select the swatch under “Gradient Stops”. Then select a new color via the Color dropdown below. 
· To add your brand color, select “More Colors” and add in your Hex codes.
· Repeat this process for the second gradient swatch or “stop”.

· If you would like the tile’s background to be single color and NOT a gradient: 
· Right click on the selected tile.
· Select “Format background”
· A panel should appear on your right. You will see the “Gradient Fill” button is selected.
· Instead, select “Solid Fill”.
· Once that option is chosen, select a color via the color dropdown button.
· To add your brand color, select “More Colors” and add in your Hex codes.
[bookmark: _qxhfhllp4tfq]
#Updating Icon Circles
NOTE: THIS WILL HAVE TO BE DONE FOR EACH INDIVIDUAL TILE
· To change the color behind the icons (currently yellow), select the circle.
· Right click on the selected circle.
· Select "Format Shape"
· A panel should appear on your right. You will see that the "Solid Fill" button is selected.
· Change the color via color dropdown button. To add your brand color, select “More Colors” and add in your Hex codes.
[bookmark: _pok6p1271ugo]#Changing Images
· Select the image.
· While selected, choose “Picture Format” in the top navigation.
· Select “Change Picture”, then “Picture from File”. Choose your preferred image.
· Once replaced, adjust the image as needed by using “Crop”. You can recenter and/or resize the image’s placement as needed. 
· Do this for each tile if you desire.
[bookmark: _47nhxcof7kmn]#Exporting Final Tiles
· To export all tiles:
· Go to “File” in the top navigation bar and click “Export”
· Choose “PNG” as the file format from the dropdown menu
· Then make sure that “Save Every Slide” is selected.
· Make sure to set the width and height to either 1080x1080 for the Instagram files OR 1200x630 for the Twitter/Facebook/LinkedIn files.
· Once you have your file location chosen, click “Export”.

· To export selected tiles: 
· Select the tiles you want to export on the left panel.
· While they are selected, go to "File" in the top navigation bar and click "Export"
· Choose “PNG” as the file format from the dropdown menu
· Then make sure that “Save Current Slide Only” is selected.
· Make sure to set the width and height to either 1080x1080 for the Instagram files OR 1200x630 for the Twitter/Facebook/LinkedIn files.
· Once you have your file location chosen, click “Export”.
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