If you want to place one of our mastheads or logos on a document, do the following:

· Right click on the item you want and highlight “save target as”

· Save it to the folder you want or onto your desktop

· Open your Word document

· Select “Insert” on the top menu, then “picture,” then “from file,” and select the logo/masthead that you want to insert.   Click “insert.”

· Now that you have the logo/masthead in your Word document, right click on it and select “format picture.”

· Click “position”

· Check “float over text”

· Click “wrapping”

· Select “none”

· Click “size.”  Make sure “lock aspect ratio” box is checked (it generally is already checked).

· On the “size” menu, change the height and width dimensions as desired and click “OK” (since the “lock aspect ratio” box is checked, it will keep height and width of the logo/masthead proportional).  Then drag the logo to where you would like it in the document.

Note:  Do not change the size of the logo/masthead from the desktop (by dragging the edges or corners).  This will distort the dimensions of the logo/masthead.  Instead, follow the directions above to resize the logo/masthead proportionally.

