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How to Customize This Press Release

To optimize the gray shading to work with your printer, click it, and then click Borders and Shading on the Format menu. Click the Shading tab, click a new color or pattern, and then click OK.

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

On the File menu, click Save As. In the Save as type box, click Document Template.

To create future new documents from the template, on the File menu, click New to re-open the customized template as a document.
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