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How to Customize This Press Release

To optimize the gray shading for your printer, click on the text area, and choose Borders and Shading from the Format menu. Select a new shade or pattern, and choose OK.

To customize this template, select File New and select this template.  Be sure to indicate "template" as the document type in the bottom right corner of the dialog.  You can then:

Insert your company information in place of the sample text, and change the header on page 2 (for multi-page stories).

Choose File Save As. Choose Document Template in the Save File as Type: box. Save the file under a new name to protect the original, or use the same name to overwrite. 

To create a new document, choose File New to re-open your customized template as a document.

To delete a textbox, click on the border (the handles should become highlighted), and press Delete.
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