
How to place your council logo in text box 
· Open attached document called Base Template and click ‘enable macros 

· Move mouse over blank box and right click mouse to select 
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Select Format AutoShape
· Select Colour and Lines Tab
· Select drop down box called Colour (in Fill section)
· Select Fill Effects
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· Select Picture Tab 
· Click the Select Picture Button and browse your folders until you find what you require

· Double click your chosen logo 
To remove the black line around the picture:

· After pressing OK in the Fill Effects dialog the Colour and Lines dialog will return
· Select drop down box called Colour (in Line section) and choose No Line

