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Thank for purchasing HR in a Box™.  Attached are several folders which contain the files for your HR in a Box.  

Please save these files first and then save them under a different name after your revisions so you keep the original files as a template.  
The files can all be edited to fit your business and your logo.  If you have any difficulties with any files please do not hesitate to contact us.   

Here are some simple directions to help you get started with your PowerPoint presentations. 

How to change your Master Slide and add logo

1. Go to the toolbar and go to View.

2. Go to Master.
3. The first slide shown is the format for all the slides for the presentation.  This is good if you would like to put a header or footer on every slide.

4. The second slide shown is the slide that will appear first for you presentation.  

If you would like to change the look of your slides you can go to Format

1. You can choose from many backgrounds and types of slides from the slide design.

2. You can also change the way the text appears if you go to the slide layout.
Remember that HR in a Box files are templates that you customize so they reflect your policies and procedures. If certain slides or forms are not appropriate for your business, either change the information or delete the slides. 
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eSMMART™ is an education, consulting and business services platform, and does not provide legal advice. The use of any legal information presented or discussed in H.R. in a Box™ is the sole responsibility of the purchaser, and eSMMART will not be held liable in any matter related to the above. The information provided is a template only. As a business owner, you are responsible for confirming that any documents, policies and procedures you implement are in accordance with the laws of your own state, province and country, the ethics of your profession, and the obligations you make to your clients.

Disclaimer














