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	Basic Layout – Select the top box and 
click on Format – Text Box – Colors and 
Lines – Fill and select your desired color.  
If you don’t want any color in this box, 
delete the Add Color box.  Highlight the words 
Add Name and type your name. You can also add 

a Title.  To add your Logo, highlight the words Add 
Logo and delete these words.  While you’re still in that 
box, click on Insert – Picture – select where your image comes from and retrieve your logo.  To just add a name, delete the Add Logo box, enlarge the Add Name box to 
the left and type your name.  



	Add a Colored Fill Effect -
Select the top box and click on 
Format – Text Box – Colors and 
Lines – Fill: Color – Fill Effects.  
Choose 2 colors for the fade out effect – 
select horizontal with dark shade at the top and the lighter at the bottom.  Highlight First & Last Name and type your name. 
	

	
	
Add a Colored Fill Effect -
This fill effect is created like the 

example above except it is 2 colors, 
vertical with the dark shade at the right
and the lighter at the left.  Add a logo and 
your name the same way as the examples above. 

	
Add a Colored Fill Effect -
This fill effect is created like the 

examples above except it is 2 colors, 
horizontal with the dark shade at the 
bottom and the lighter at the top.  Add a 

your name and title the same way as the examples above. 
	

	
	
Add a Colored Fill Effect -
This fill effect is created like the 

examples above except it is a Preset Fill 

Effect called Sapphire.  There are several 

Preset Fill Effects to choose from.  Add your name the same way as the examples above.  
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