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How to Add a Logo to an Email 
 

 

Overview 

 
The instructions will show you how to add your logo to your email 

communications. Your logo will need to be created as an attachment. The 

instructions below will show you how to add an attachment and add the logo to 

your email. Your logo can only be uploaded from an image file.  

 

Email Attachments 

 
From the main menu go to System Configuration and Email Resources. 

Please note all attachments added here will be able to be viewed on all locations. 

If you need to add an attachment to a specific location, you will need to be in the 

location you require, then from the main menu go to Client Communication and 

Email Resources.  

 

Once you are in Email Resources, the following screen will appear.  

 

The following screen will appear and click choose a file.  

 

 
 
 

Select your logo graphic from your files, double clicking on the document will add 

this to SwimSoft and the following screen will appear.  

 

Click here to add a 
new attachment 



 

Page 2 of 4 

18-Jan-2022 

 

 

 
 
SwimSoft will auto select your locations. If you don’t want this file showing on 

another location simply untick the location and Save. 

 

The image details well appear in a table as per the below screen.  

 

 
 
 

Attaching your logo to your email 

 
You now need to add the logo to your emails. To do this you need to go to Client 

Communication and Activity Communication.  

 

 

 

 

 

 

 

 

 

 

 

To add the logo to your 
email you will need to 
copy the URL.  

Click Manage, 
next to the 
communication 

type.  
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You will now see the following screen to manage your email and add your logo. 

To add your logo to your email, ensure you put the curser at the top of the email 

template.  

 

 

 
The following screen will appear.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

To add your logo to your email. 
Click on the image icon. 

Simply paste in your URL which 
you have copied from your 
email attachment table  

Press 

ok 
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Your logo will on appear on your email as per bellows example.  

 

 

 

 
If you need to adjust the size of your logo, click on the logo and go to the image 

icon. Here you can adjust width, height, and alignment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

If any aspect of this manual needs improvement, please email 

support@morsolutions.co.uk with your suggestion(s). 
 

 


