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SAFELITE AUTOGLASS
PHOTOBOOK INSTRUCTIONS

    INTRODUCTION TO PROJECT:

For this assignment, FSU will be generating a PDF document with photos. This will for a unique presentation of the surveyed space to our clients.
1. Download all standard photos from QuickBase
2. Create a separate folder and paste all photos in the new folder
3. Verify that photos were labelled using the correct naming protocol SSSA_#####(Site Number)_###(Photo number. E.g., SSSA_12345_004
4. If incorrectly labelled, rename all photos with the correct naming protocol
5. Open a blank presentation in Microsoft PowerPoint
6. Select Insert( Photo Album( New Photo Album
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7. Click File/Disk. This gives the option to select the photos from the folder. Locate the photos and highlight all of them.
8. Click insert
9. Under Album layout, find the options to select below.

Picture layout: 4 pictures

Frame shape: Simple, Frame, Black
10. Select the option to caption below ALL pictures
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11. Click Create. This should create the album.
12. Click Design( Slide Size( Custom Slide Size option

13. Edit the width size to 8.5” and height to 11”, click OK
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14. Select Ensure fit

15. Click Format Background
16.  Select Picture or texture fill option
17.  Select Insert and insert the FSU letterhead
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18. Click the option to Apply to All
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19. Click Insert( Photo Album drop down ( Edit Photo Album

20. Click Update
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21. Scroll down to the bottom of the Photo Album. Delete all unused “Text Boxes”
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22. Export file as PDF

23. Edit Microsoft Word cover sheet template and export as PDF

24. In the Photo Album PDF, click on the page thumbnails
25. Right click on the first sheet and select the “Replace pages” option

26. Replace sheet with cover sheet PDF file

27. Save PDF File as SSSA_#####(Site Number)_CitySt_Photobook
28. Upload Photo Album to Final Deliverables on QuickBase
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