[image: image1.emf]
You can copy and paste this insert into your newsletter by following the steps below:
· Click on the insert (image).
· Right-click the image and select Copy.
· Go to your newsletter where you want the insert the image.

· Right-click and select Paste.
The image should paste into the newsletter in an appropriate size to fit a half page of 8.5 x 11 format. 

If you need to alter the size, make sure you hold down the shift key when re-sizing the image. This keeps the image in proportion.
