
 
Instructions: 

1. Double-click on the prompt text to insert your picture. 

2. Crop the picture as necessary using Word’s Picture Tools. Ensure the picture fills the grid. Any part of the picture 
extending beyond the grid will not be displayed in your document. Resize the picture using the corner handle to 
ensure your picture stays in proportion. 

3. Press Close Picture or click the X at the top right of your Word screen to update and return to your document 
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