
SOCIAL MEDIA GRAPHICS
HOW TO

CUSTOMIZE YOUR POST WITH A HEADSHOT OR LOGO USING POWERPOINT

STEP 1:

STEP 2:

STEP 3:

After opening the PowerPoint file, choose which layout you’d like to use and  
Hover Over the image dialogue box (you will get a different cursor). Click that space.

A dialogue box will pop up. Choose the file you’d like to use. 
Once you have chosen your image, click Insert. You should now see your file in the slide. 

Go to the File tab for PowerPoint and click Export...
Select the folder you’d like to save your files in. Once selected, make sure the file type is 

JPEG and the size is 1080x1350 px. Click Export to save your files.

NOTE: THESE FILES CAN BE USED ON ALL SOCIAL MEDIA PLATFORMS
For best results we recommend square headshot layouts and PNG transparent logo files


