Follow the instructions below to add your institutions logo.
NOTE: You will need a .JPG of your logo. For best results the logo should be 300dpi, RGB.

How to Insert Your Logo into the Word File:

1. Open the word file you would like to customize

2. At the top menu in Word, click Insert > Picture > From File…

3. Find the .JPG logo file on you computer and then click Insert

4. Once your logo is inserted into the document right click on it and select Format Picture > Layout > In Front of Text

5. You can now move your logo over the “Your Logo Here” box

6. To resize your logo, hold down the Shift key and drag any corner

NOTE: The preplaced image will look as though it is “ghosted”; this is Word’s way of locking the image into place and not allowing it to be edited. When you print the poster it will print out correctly.
How to Insert Your Logo into the .JPG file:
1. Open the .JPG file, that you would like to customize, in Photoshop

2. Open the .JPG logo in Photoshop

3. While in your logo file, at the top menu of Photoshop, choose Select > All, then Edit > Copy

4. Click on the poster file and choose Edit > Paste, your logo should now be in the poster file

5. Select the Move tool and move your logo over the “Your Logo Here” box

6. To resize your logo, choose Edit > Transform > Scale; then while holding down the Shift key drag any corner.

