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1. Select “templates” on the left-side panel.
2. Select the type of template you want to create.
3. Select from the multiple versions of each template.
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Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat,
sed diam voluptua. At vero eos et accusam et
justo duo dolores et ea rebum. Stet clita kasd
gubergren, no sea takimata sanctus est,
consetetur,
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Aflvero eos et accusam et justo duo dolores et eal
rébum. Stet clita kasd gubergren, no sea takimata
sqnctus est, consetetur. Lorem ipsum dolor sit
arfet, consetetur sadipscing elitr, sed diam.

Lo ipsum dolor sit amet, conseteture sed. §
clitafasd gubergren, no sea takimata sanctus
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Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat,
sed diam voluptua. At vero eos et accusam et CONTACI| INFURMATION
justo duo dolores et ea rebum. Stet clita kasd Phone: (304)
gubergren, no sea takimata sanctus est, Email: @fairmontstate.edu

consetetur.

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor DEPARTMENT OF
invidunt ut labore et dolore magna aliquyam erat, Fairmont State University

sed diam voluptua. At verc eos et accusam et ea 1201 Locust Avenue
rebum. Fairmont, WV 26554

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor ] A QTA
invidunt ut labore et dolore magna aliquyam erat, ~ F}ﬁ\l RMQNT, STATE
sed diam voluptua. UNIVERSITY

equal opportunity, af

1. Replace Lorem Ipsum with body text.
2. The editing tools column is on the right. However most of the font types, font sizes and colors of the
documents are already set.
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Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat,
ised diam voluptua. At vero eos et accusam et ea

rebum.

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat,
sed diam voluptua.
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1. Replace an image/logo by double clicking on the one you want to replace.
2. Click “shared with me" and then the relevant category and the image/logo you want.
2. Images can be resized with the “image” subsection of the tools panel.
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Lorem ipsum dolor sit amet, consetetur At vero eos et accusam et justo duc dolores ot ea
kadipscing elitr, sed diam nonumy eirmod tempor rebum. Stet clita kasd gubergren, na sea takimata
invidunt ut labere et delore magna aliquyam erat, sanctus est, consetetur, Lorem ipsum dolor sit
led diam voluptua. At vero eos et accusam et amet, consetetur sadipscing elitr, sed diam, * Documem
usto duc dolores et ea rebum. Stet clita kasd
lgubergren, na sea takimata sanctus est, Lorem ipsum dolor sit amet, conseteture sed. Stet
kconsetetur. clita kasd gul:lr.'lgrr.*n. na sea takimata sanctus est. —
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Lorem ipsum dolor sit amet, consetetur
padipscing elitr, sed diam noanumy sirmed tempor
invidunt ut labere et delore magna aliquyam erat,
lsed diam voluptua. At vero eas et accusam et
uste duo dolores et ea rebum. $tet clita kasd
lgubergren, na sea takimata sanctus est,
lconsetetur.

o

Lorem ipsum dolor sit amet, consetetur
kadipscing elitr, sed diam nanumy eirmed temper
irvidunt ut labore et dolore magna aliquyam erat,
lsed diam voluptua. At vero eos et accusam et ea
rebum.

Lorem ipsum dolor sit amet, consetetur
kadipscing elitr, sed diam nanumy eirmed tempor
invidunt ut lahore et dolore magna aliquyam erat,

lsed diam voluptua.
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1. Questions or comments can be made directly onto a document by clicking on the “Quotation” icon
on the gray bar at the bottom of your document.

2. Click on the "+" at the top left of the new window to create a comment.

3. Start your new comment with “@Approvals” and it will be directed to an admin that can assist you.
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DIAM NONUMY EIRMOD TEMPOR

INVIDUNT UT LABORE ET DOLORE Q :
MAGNA ALIQUYAM ERAT, SED DIAM -
VOLUPTUA. AT VERO EOS ET Request Approval
ACCUSAM ET JUSTO DUO DOLORES
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TAKIMATA SANCTUS. NO TEMPOR This document ltnust be apprr?ved by a team admin before i-t can be
INVIDUNT downloaded, printed, or published. Request approval from:
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Derek.overfield
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Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod timpor
invidunt ut labore et dolore magna aliquyaniierat,
sed diam voluptua. At vero eos et accusam e
justo duo dolores et ea rebum. Stet clita kasd
gubergren, no sea takimata sanctus est,
consetetur,

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nenumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat,
sed diam voluptua. At vero eos et accusam et
justo duo dolores et ea rebum, Stet clita kasd
gubergren, no sea takimata sanctus est,
consetetur.

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat,
sed diam voluptua. At vero eos et accusam et ea
rebum.

Lorem ipsum dolor sit amet, consetetur =
sadipscing elitr, sed diam nonumy eirmod tempor Pz N FATRMONT CTATE
invidunt ut labore et dolore magna aliquyam erat, < [—‘ \I [\[\ IE')N I ‘j I‘ \I [ ‘
sed diam voluptua. UNIVERSITY

1. When finished editing select “request approval”.
2. Click “"Approvals” from list of names. (Emails won't be sent to any other account.)
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1. Select “my documents” on the left-side panel. All edited documents are stored here.

2. An icon will appear on the file. The icon will either be an hourglass (waiting for approval) or

Details

Select a document or folder to view its
details.

checkmark (approved). Once a document is approved a download option will become available.

Once downloaded you can use the file for print, web, etc.



