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Welcome to the first issue of Inside CS! Since we work 
closely with so many of the ComPsych departments and 
offices both in the U.S. and abroad, we’ve created this 
e-newsletter to give everyone a better look inside the 
Creative Services department. 

We’re always looking for ways to improve, so we want to 
hear your feedback about this newsletter as well as the rest 
of our work. Please feel free to e-mail or call any of us, or 
you’re always welcome to stop by Creative Services on the 
13th floor.

We hope you enjoy the first issue of Inside CS as much as 
we did creating it!

Karen, Kirstin, Rian, Shaina, Ryan and Matt
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Where are we now? 
Where do we want to go? 
Creative Services recently took a look at 
both of these important questions and 
answered them by creating Mission and 
Vision Statements. 

COMPSYCH CREATIVE SERVICES 
MISSION STATEMENT

DEVELOP RELATIONSHIPS

AND QUALITY, 
COST-EFFECTIVE
SOLUTIONS THAT ACHIEVE 
M A X I M U M  U T I L I Z AT I O N 

AND IMPACT ON
PEOPLE’S LIVES.

COMPSYCH CREATIVE SERVICES 
VISION STATEMENT

BE THE FORWARD-THINKING 

COMMUNICATIONS 

AUTHORITY THAT CREATES 

EASILY UNDERSTOOD 
DESIGN AND WRITING 
T H AT  B E S T  M E E T S  T H E 

UNIQUE NEEDS 

OF ALL CUSTOMERS.
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How to Place Images in PowerPoint
s�4O�INSERT�AN�IMAGE�IN�0OWER0OINT��CLICK�THE�h)NSERTv�TAB�AND�THEN�CHOOSE�h0ICTURE�v�3ELECT�THE�IMAGE�YOU�

WANT�TO�INSERT��WHETHER�IT�S�LOCATED�ON�YOUR�DESKTOP��ZIP�DRIVE�OR�ANOTHER�FOLDER�AND�CLICK�ON�IT��.EXT��PRESS�
h)NSERTv�AND�YOUR�IMAGE�WILL�APPEAR�IN�THE�0OWER0OINT�

Changing image size
s�)F�YOU�NEED�TO�CHANGE�THE�SIZE�OF�AN�IMAGE��YOU�WANT�TO�MAKE�SURE�YOU�DO�SO�WITHOUT�DISTORTING�IT��(ERE�ARE�

TWO�WAYS�YOU�CAN�REDUCE�OR�INCREASE�THE�SIZE�OF�AN�IMAGE��
�– 0UT�THE�CURSOR�ON�ONE�OF�THE�FOUR�CORNERS�OF�THE�PICTURE��PRESS�h3HIFTv�AND�HOLD�WHILE�DRAGGING�THE�CORNER�
TO�THE�SIZE�YOU�D�LIKE��
�– 0LACE�THE�CURSOR�ON�ONE�OF�THE�FOUR�CORNERS�OF�THE�PICTURE��PRESS�h#ONTROLv�AND�HOLD�WHILE�DRAGGING�THE�
CURSOR��4HIS�WILL�MOVE�ALL�FOUR�CORNERS�SIMULTANEOUSLY�

Cropping an image 
s�4O�HIDE�OR�TRIM�PART�OF�A�PICTURE�BY�REMOVING�VERTICAL�AND�OR�HORIZONTAL�EDGES��FOLLOW�THESE�STEPS�

�– #LICK�ON�THE�PICTURE�YOU�WANT�CROPPED
�– #HOOSE�h#ROPv�IN�THE�SIZE�GROUP
�– 4O�CROP�ONE�SIDE��DRAG�THE�CENTER�CROPPING�HANDLE�ON�THAT�SIDE�INWARD�
�– 4O�CROP�EQUALLY�ON�TWO�SIDES�AT�ONCE��PRESS�AND�HOLD�h#ONTROLv�WHILE�YOU�DRAG�THE�CENTER�CROPPING��
HANDLE�ON�EITHER�SIDE�INWARD�
�– 4O�CROP�EQUALLY�ON�ALL�FOUR�SIDES�AT�ONCE��PRESS�AND�HOLD�h#ONTROLv�WHILE�YOU�DRAG�A�CORNER�CROPPING��
HANDLE�INWARD�

How to Create a pdf in Word
s�#REATING�A�PDF�IN�7ORD�IS�SIMPLE��7HEN�YOU�RE�READY�TO�SAVE��CLICK�

h3AVE�!Sv�AND�THEN�SCROLL�DOWN�TO�hPDFv�IN�THE�h3AVE�AS�TYPE�v�
DROPDOWN�MENU��&INALLY��CLICK�h3AVEv�AT�THE�BOTTOM�RIGHT�CORNER�OF�
THE�SCREEN��

Taking screenshots in Windows
s�#LICK�h3TARTv�AND�SELECT�THE�3NIPPET�TOOL��
s�5SE�THE�CURSOR�TO�HIGHLIGHT�THE�PORTION�OF�THE�SCREEN�YOU�NEED�
s�4O�TAKE�THE�WHOLE�SCREEN�PRESS�PRINT�SCREEN�AND�PASTE�IN�DESIRED�

APPLICATION��0AINT��7ORD��/UTLOOK��ETC�	

Compressing Pictures in a PowerPoint
4HIS�WILL�ALLOW�YOU�TO�REDUCE�lLE�SIZE�WITHOUT�LOSING�ANY�IMAGE�QUALITY��

s�#LICK�ON�h#OMPRESS�0ICTURESv�IN�THE�!DJUST�GROUP�UNDER�THE�&ORMAT�TAB�
s�.EXT��YOU�CAN�CHOOSE�TO�COMPRESS�AN�INDIVIDUAL�PHOTO�AND�TO�DELETE�CROPPED�AREAS�OF�PICTURES��WHICH�STILL�

ARE�PART�OF�THE�PICTURE�lLE�AND�ARE�TAKING�UP�SPACE�EVEN�THOUGH�YOU�CAN�T�SEE�THEM��
s�!NOTHER�WAY�TO�COMPRESS�PICTURES�IS�WHEN�YOU�SAVE�YOUR�0OWER0OINT��!FTER�CLICKING�h3AVE�AS�v�CLICK�ON�THE�

h4OOLSv�PULL
DOWN�MENU�NEXT�TO�THE�h3AVEv�BUTTON�AND�SELECT�h#OMPRESS�0ICTURES�v

Searching for a document
s�/PEN�THE�h34!9�!(%!$�3ALES�4OOLSv�FOLDER�
s�&IND�THE�RECTANGULAR�SEARCH�BOX�IN�THE�TOP�RIGHT�CORNER�OF�THE�SCREEN��

4HERE�IS�A�SMALL��BLUE�MAGNIFYING�GLASS�ON�THE�RIGHT�SIDE�OF�THIS�
SEARCH�BOX�

s�%NTER�h&OOD�0OISONING�$ANGERSv�INTO�THIS�SEARCH�BOX�AND�PRESS�
h%NTER�v��-AKE�SURE�TO�USE�PROPER�SPELLING�SO�THE�SEARCH�WILL�lND�THE�
CORRECT�MATCHES�

s�7AIT�FOR�A�LIST�OF�ALL�THE�COMMUNICATIONS�WITH�THE�WORDS�h&OOD�
0OISONING�$ANGERSv�TO�APPEAR��%ACH�RESULT�WILL�INCLUDE�THE�PATH�TO�
WHERE�IT�S�LOCATED�ON�THE�3HARE�DRIVE��

s�&OR�THIS�EXAMPLE��THE�&OOD�0OISONING�$ANGERS�(ELP3HEET�IS�LOCATED�
AT��3�<34!9�!(%!$�3ALES�4OOLS<%MPLOYEE�#OMMUNICATIONS<
(ELP3HEETS<-ONTHLY<!3����<��?&EB�

s�$OUBLE
CLICK�ON�THE�COMMUNICATION�YOU�D�LIKE�TO�OPEN�
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The FMLA PowerPoint was completely redone earlier this 
year to align with all the new FMLA and ADA laws. We 
also updated a number of the photos in the International 
PowerPoint. This was done to add more diversity into that 
presentation because our scope of prospects has broadened. 

All of the PowerPoints have been modified over the years 
with additional slides and updated imagery, etc., to meet the 
requests of the owners of those PowerPoints. The style of 
each of the PowerPoints has, for the most part, remained  
the same.

Some of the additional PowerPoints that we’ve worked on 
recently are:

s�Corporate and Sales Template

s�Executive Summary

s�HealthyGuidance® 

s�HealthChampion® 

s�All Webinar PowerPoints for Marketing
All of the current PowerPoints can be found here: S:\STAY AHEAD Sales Tools\PowerPoints & Agenda 
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New Creative Services Reference Guide 
Need to know where to find domestic and international request forms? Looking for 
descriptions of materials and pricing information? Trying to locate PowerPoint tips, 
Sample Letterhead Format or logos? Then check out the new Creative Services 
Reference Guide at S:\STAY AHEAD Sales Tools\Style Guides\CS Reference_2014.pdf. 

New Global Vendors
If you attended the 2014 Kickoff Meeting in January, you know how much of a success 
it was as ComPsych team members from around the world joined at The University of 
Chicago Gleacher Center to review 2013 and look ahead to an even more successful 
2014! The Kickoff has produced a number of positive results for the Creative Services 
team, including the addition of several printing and translation vendors we learned 
about during discussions with the ComPsych global staff during that two-day event: 

New Printers
BTL – Switzerland
Britannia Printing – Canada
East Printers – Shanghai, China 
Copy General – Czech Republic, Russia, Hungary and Poland

New Translators
Dr. Anna Vondrichova – Czech Republic
Max Language Translations – India

Survey Question 
We’re always looking for ways to improve 
our writing/design/interactions with each 
department within ComPsych, so your 
feedback is critical. Please take a moment to 
respond to this issue’s survey question: 

If you could improve one process as it relates 
to working with Creative Services, what would 
it be? And more importantly, why? 
Answer here.
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Ask Us 
We’re glad that so many of you stop by the 
Creative Services department. Call or send us 
an e-mail if you have any questions about a 
process or a specific job request. If you have 
any Creative Services-related questions that 
you think would be of interest to others in your 
department or ComPsych as a whole, please 
enter them here.
We’ll pick a few of the best questions and 
answer them in the next issue of Inside CS.

You submitted a request form to Creative Services a few 
days ago and you want to check the status of the job. 
Here’s a quick way to check the status of any of your 
domestic or international requests: 

s�Go to S:\STAY AHEAD Sales Tools\Employee 
Communications\Job logs. 

s�Open the current job log spreadsheet  
(The date is in the file name). 

s�When you open the spreadsheet, you will see all of 
the in-process Creative Services jobs. In additional to 
the status of your job, review the quantity requested, 
date submitted, date due to client and project owner 
(designer/writer). 

You can also click on the “Completed Jobs” tab at the 
bottom of the spreadsheet to review previous requests, 
who from Creative Services completed those requests and 
when they were delivered.
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