Template Edit Instructions:

1. Open the template pdf file in Acrobat and select “Edit” from the top toolbar.
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2. Choose Image from the left toolbar and click “Choose Image”. Select your head shot.
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3. Resize your square head shot if needed and place it above the text box.
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4. Click the text box and update with your name, title and company
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5. Save your pdf. Then select “File” at the top of the screen. Navigate to Export a PDF >
Image > PNG

‘ Acrobat = File Edit View Window
LR BRAY open...
‘ Open Recent Files

| Create
Combine Files

& Try PDF Sp

Save

Save As...

Save as Other
Compress a PDF

Export a PDF Microsoft Word
Protect Using Password Microsoft Excel
. Microsoft PowerPoint
Request e-signatures
, Image JPEG
Share File
JPEG2000
. HTML Web Page
Print... TIFF
4 Find Rich Text Format PNG
n Advanced Search B
X Encapsulated PostScript 7 Lo
@‘ Document properties... PostScript
Revert Text (Accessible
, ihcewsse) , 2026
Close File Text (Plain)
e‘
R FIRST NAME, LAST NAME
A .
L Title
a, Company
c
3,
@
S}
3 4

Your resulting png should look like this:
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