How to Prepare Slides for Communications & Marketing
1. Go to the Virtual Office in MyLCCCStudent Engagement & DiversityStudent OrganizationsCommunications & MarketingDigital Template
2. Go to Canva and download, as a PNG, the Presentation file for the event.
3. Put the Presentation PNG in the Digital Template.
4. Save to desktop and send via email to Stacey Shultz-Bisset. Send Stacey the Start Date & Time (2 weeks before the event) and End Date (End of the Event)

How to Prepare Publisher File for Marquee 
1. Go to the Virtual Office in MyLCCCStudent Engagement & DiversityStudent OrganizationsCommunications & MarketingMarquee Template (Will open in Publisher)
2. Open Canva and pull up a flyer with the information of the event.
3. [bookmark: _GoBack]Create the Marquee using the information from the flyer.
a.  Make the text a bold font, concise, and legible for the marquee. 
b. Images can be added using the Insert menu option then online pictures. 


