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THERE ARE TWO (2) OPTION TO CUSTOMIZE A 
LAYOUT WITH A 
NEW PICTURE:

1. Delete the current picture, if there 
is one.

On the Insert tab, click the Pictures button 
OR you can click the picture icon      on the 
slide surface to start your search.

Navigate to the image you want to use 
and select Insert. 

Under Home click the Reset button to 

reapply the Layout.

Resize the picture to fit the slide, as 

needed, using the Crop tool. Hold the 
Shift key and click and drag a corner to 
scale equally.

On the Home tab, click the Arrange 
button, then Send to Back so the photo is 
behind the logos, text, and the 
transparent overlay. 

2. If there is already a photo on the slide 
surface, you can simply right click on the 
photo, choose Change Picture and search 
for the new image. Resize image as 
needed (using the Crop tool if 
appropriate).
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