
OPTION 1 EMAIL:

We will send you an email with the poster image embedded in it; just forward it on to your 
students.

OPTION 2 EMAIL:

1. We will send you an HTML file and .jpg image; save them in a folder somewhere on your 
hard drive.

2. Correct dates and times will already be in the HTML and .jpg files we send you. If you 
wish to make any changes to the HTML file, you must do so with an HTML editor (like 
Adobe Dreamweaver). Make sure to save any changes.

3. Start a new email, import the HTML file into the body of the email. The image should 
appear within the email.

4. Send the email as usual.

PLASMA AD:

Uses can vary. We will send you a .jpg in 16:9 format that you can use for anything from 
desktop wallpapers to screen announcement systems.

WEB BANNERS:

We will send you a .jpg image; contact your website administrator to place it on your 
website.

NEWSPAPER AD:

We will send you a high-resolution PDF; just forward it to on to your newspaper advertising 
contact.

FACEBOOK AD:

We will set up this ad for you; you don’t have to do a thing!
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FACEBOOK/TWITTER IMAGE:

We will send you a .jpg of your Facebook/Twitter image. Save this to your computer.

For Facebook timeline:

1. Log into Facebook and click the “Photo” tab (right next to “status” tab where it says, 
“What’s on your mind?”) In the drop down menu, click “Upload Photos/Video.”

2. Select the .jpg from your computer. Once it finishes loading, you can add additional 
comments, or just go ahead and click “Post.”

For Twitter feed:

1. Log into Twitter and click the blue “Compose new Tweet” button in the top-right corner.

2. In the “What’s happening” pop-up window you can write additional comments or just 
click the camera button in the bottom-left corner. Select the image from your computer 
and click “Tweet.”

FACEBOOK COVER IMAGE:

1. We will send you a .jpg of your Facebook cover image. Save this to your computer. 

2. Log into Facebook and hover your mouse over your current Facebook cover image, and 
click the button that says “Change Cover.” Select “Upload Photo,” select the new image 
and click “Save Changes.”

TWITTER BACKGROUND:

1. We will send you a .jpg of your twitter background image. Save it to your computer.

2. Once you’ve logged into Twitter, click the gear/cog image in the upper-right hand 
corner. In the drop down menu click “Settings.”

3. On the list on the left side of the page click “Design.”

4. Scroll down under the “Customize Your Own” heading and click the “Change 
Background” button (also click “Choose Existing Image” if that option should pop up 
afterward). Select the image from your computer.

5. Scroll down to the bottom of the page and click “Save Changes.” If you don’t notice the 
background change right away, refresh your browser.
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