inserts2go-Word Template Instructions
	      Step 1: Open “template-word.doc” 

	

	 


	

	Step 2: (insert picture) Under the Insert tab, click picture 

	


	 


	

	Step 3: (select picture) Select picture and click insert 

	


	 


	

	Step 4: (Position Image) Under the format Tab, Select Position>Position in Middle, 
Center with Square Text Wrapping 

	


	 


	

	Step 5: (Resize Image) Make sure the image is large enough to cover the template behind it 
using the sizing tools

	


	 


	

	Step 6: (Move Image) Still under the format tab, click send backward > Send to Back 

	


	 


	Step 7: (Print Image) Under the File tab, you can either print the image from word or 
save as a pdf and print 

	


	 


