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EDITING A WEEKLYSAFETY.COM POWERPOINT FILE

Before editing any MS PowerPoint file, be sure to save the original and only edit a copy. If you need to
start over, you can delete what you are working on, and just start with a fresh copy from the original.

You can edit any portion of the PowerPoint safety topic. You can change the title, the wording or the
photos. Add, change or delete any of the content to suit your company’s needs.

Simply highlight the word or phrase you want to change with your cursor:
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Construction is among the most dangerous industries and in recent years,
the Bureau of Labor Statistics found that there are more than 800 fatal on-
the-job injuries to construction workers annually — more than any other
single industry. The top 4 areas of fatalities in construction:
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And then type in the customized words your company prefers.

Insert Design Transitions Animations Slide Show Format Q Tell me .Q+ Share

oD - - o= — - A T - F

0O =) [ Layout~ | i Body) <[22 <A A7 | A8 | = S E=3= i=- “:* @" DD ¢ 2 - P find
Past: New o) Reset 1~ Shapes A Qi')k L2 - %cReplace -

aste ew AV . - = === ==. apes Arrange (uic

™ Side- OSection~ M7 Y seB-aac A PS==(= R - Styles- & - [ Select~
Clipboard & Slides Font I} Paragraph [} Drawing [} Editing ~

-

@PANY XYZ HOT TOPIQ T) Caught In Hazards o
Valume Tlssued O

Construction is among the most dangerous industries and in recent years,
the Bureau of Labor Statistics found that there are more than 800 fatal on-
the-job injuries to construction workers annually — more than any other
single industry. The top 4 areas of fatalities in construction:
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*TIP* If you ever make a mistake, just hit CTRL-Z which will UNDO your last edit so you can try again.

To add your own logo, select Insert > Pictures to choose your logo picture from your computer to add to
the document. You can move the logo anywhere on the page, make it smaller or make it larger.
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OSHA Standard 1926.21(b)(2) The employer shall instruct each employee in the
e recognition and avoidance of unsafe conditions and the regulations applicable to his
work environment to control or eliminate any hazards or other exposure to illness or

Injury.

Some items in the PowerPoint safety topic can only be edited by changing the template. To open a
PowePoint file template click View (at the top) and then click on Slide Master.
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When you edit the Slide Master (template), this will affect your main document. If you edit the top level
page, this affects ALL pages of your PowerPoint file. If you edit any of the sub-pages, this affects ONLY the
pages that have that page template design.
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Use the Slide Master Top Level page to edit, remove or change the Weeklysafety.com name, footer and
page number blocks at the bottom of the template.

Use the Copyright & Disclaimer sub-page to change any language in the copyright & disclaimer section or
the photo acknowledgments section. (note: changes to these sections are not recommended) Some
photos may have restrictions for use so be sure to double-check the source link before editing, cropping
or changing photos.

You can also use the Slide Master Template to make changes to fonts and formatting for the entire
document. When you are done with all Slide Master edits, you can close this view by choosing Close
Master View on the top right of your menu bar.
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Note: If Weeklysafety.com has used a font that you don’t have installed on your computer, then words on
the PowerPoint file that you view might not look the same. You can edit those words to any font you like.
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For additional support with editing MS PowerPoint files, we recommend turning to Google or Bing. Be
specific in your search. For example:
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If you find any errors, missing pages, missing content, etc. in the provided MS Word & PowerPoint
documents, please let us know so we can provide assistance. Email us at safety@weeklysafety.com.

Disclaimer: Weeklysafety.com, LLC assumes no liability if any safety topic, form, or checklist is changed
from the original format. Weeklysafety.com does not authorize the use of the Weeklysafety.com logo,
name or brand on any modified safety topic, form or checklist.

NOT FOR RESALE! You are not authorized to sell these safety topics, even in a modified format. Any use of
these safety topics is strictly for internal training purposes only.
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