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["Title" or delete]

[bookmark: Title]["Title" or delete]
[bookmark: Subtitle]["Subtitle" or delete]
[bookmark: Date]["Date" or delete]
Place your cursor on the “Title” field and then type the required text which will replace the prompt text in the grey field. Press F11 to move on to the next prompt field and fill in the required text – or delete these fields. The running header at the top of each page will be automatically set by entering the title.
About a dozen paragraph styles have been set up in this template. Firstly, all body copy text must be in Lexend 11pt – ie, “Normal” style.
Ensure that no other formatting styles are imported into this template. A continuation page will automatically appear when required.
Two “intro text” styles have been created for you to use to highlight a section introduction or an important piece of information. This one is orange. 
Two “intro text” styles have been created for you to use to highlight a section introduction or an important piece of information. This one is blue. 
Heading 1
There are many paragraph and text styles built into this template. They are “Normal”, “Cover title”, “Cover subtitle”, “Intro Text Orange”, “Intro Text Blue”, “Heading 1”, “Heading 2”, “Heading 3”, “Numbered Heading 1”, “Numbered Heading 2”, “Numbered Heading 3”,  “List Bullet”, “List Number” and “Running Footer”, “Emphasis”, “Intense Emphasis”, “Strong”, “Block Text Blue”, “Block Text Light Orange”, “Block Text Orange”, “Block Text Grey”.
Heading 2
Lorem ipsum. 
Heading 3
Lorem ipsum. 
Heading 1
Avoid using the “Numbering” button and the “Multilevel List” button in the “Paragraph” Group in the Home tab. Use the built-in numbered paragraph styles instead – eg. Numbered Heading 1, 2, 3.
If the numbers or formatting need to be reset, click once on the automatic numbering and right-click to view the drop down menu. Select “Continue Numbering” or “Set Numbering Value” or another option. Otherwise, select the heading and apply the “Clear All” style to remove all the attributes. Select the heading and apply the relevant numbered heading style.
These heading styles must always be selected (or reapplied) from the Quick Styles or full Styles list.
Heading 2
Lorem ipsum. 
Heading 3
Lorem ipsum. 
Block Text Grey
Block Text Orange
Block Text Blue
Block Text Light Orange
Lorem ipsum. 
Lorem ipsum.

Lorem ipsum dolor sit amet, strong emphasis elit. Phasellus intense emphasis suscipit nunc, vitae ornare orci bibendum eget. Nulla luctus tristique nisl quis aliquam. Aenean id tellus placerat, aliquam leo vitae, finibus libero. Nam elit lacus, elementum et mollis sit amet, convallis et ante. Morbi faucibus quam tempus, porta magna id, pharetra magna. 


Tables
Please use the following “Table column header”, “Table Row Heading”  and “ Table Text” styles inside a table. 
Use the “Table title” style to link to the Table of figures
Use “MS-S Table style 1”, “MS-S Table style 2” or “MS-S Table style 3” table styles from the Table Tools> Design> Table Styles menu. 
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Charts
Charts should also use our styles and colours. To add a new chart use Insert > Chart and choose the type you want, you can also copy the ones provided in this document and update the information. Add your data in the Excel pop up. Please remember to change the type colour to Black using Format > Text Fill. For any help contact brand@mssociety.org.uk.


Chart title
Chart sub title

Chart title
Chart sub title
Series 1	Category 1	Category 2	Category 3	Category 4	4.3	2.5	3.5	4.5	Series 2	Category 1	Category 2	Category 3	Category 4	2.4	4.4000000000000004	1.8	2.8	Series 3	Category 1	Category 2	Category 3	Category 4	2	2	3	5	



Sales	1st Qtr	2nd Qtr	3rd Qtr	4th Qtr	8.1999999999999993	3.2	1.4	1.2	
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