Instructions for Meme Creator #1
1. Open the word doc.
1. Type your agency’s name into the text box that we’ve placed at the top of the image. 
1. Insert your agency’s logo into the text box on the bottom left corner of the image. To do so, click the text box, then click “Insert” from the top toolbar and select “Picture.”
1. Right-click the background layer of the graphic and click “Copy.”
1. Open a new word doc. Under the “Home” tab, click the “Paste” button and select “Paste Special.” Select “Picture (PNG)” to paste the copied layers into your destination document. 
1. Finally, right-click the pasted image and select “Save as Picture.” Your graphic is now ready to post to social media. 
Instructions for Meme Creators #2 and #3
1. Open the word doc.
2. Type your agency’s name into the text box that we’ve placed on the top of the image. 
3. Holding the “Shift” key, click the image behind the “Text Box” to select both layers. Then right-click the image and select “Copy.”
4. Open a new word doc. Under the “Home” tab, click the “Paste” button and select “Paste Special.” Select “Picture (PNG)” to paste the copied layers into your destination document. 
5. [bookmark: _GoBack]Finally, right-click the pasted image and select “Save as Picture.” Your graphic is now ready to post to social media. 

