
Image	placeholders	
This	layout	is	set	with	a	picture	placeholder	for	photography.	
To	insert	an	image:	
•  Click	on	the	‘picture	placeholder	icon’	
•  Navigate	to	the	file	and	insert	
Updating	image	
•  Click	on	the	image	you	wish	to	change	
•  Delete	the	image	
•  Follow	the	steps	as	above	to	insert	an	image	
Cropping	image	
When	the	image	is	inserted	it	may	not	automatically	show	the	
part	of	the	image	you	want.	To	change	what	is	shown:	
•  Select	the	image	
•  Go	to	‘Format’	tab	
•  Select	‘Crop’	
•  You	can	now	move	the	image	within	the	placeholder.	
Resizing	image	
If	the	shape	of	the	image	resizes	too	small	or	big,	you	can	reset	
the	placeholder	by:	
•  Right-click	on	the	page	
•  Select	‘reset	slide’	(note:	Using	this	action	will	reset	all	of	

the	manual	formatting	on	the	page)	
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Reapplying	the	Slide	Layout	
Putting	text	into	a	placeholder	not	only	ensures	the	text	sits	in	
the	correct	place	and	is	formatted	correctly,	it	also	helps	to	
update	the	page	quickly	and	efficiently.		
•  Right	click	on	the	page	
•  Click	on	‘Layout’	
•  Select	the	layout	you	require	
Text	bullet	formatting	
•  To	use	text/bullet	formatting	levels	correctly,	use	the	

Increase	List	Level	and	Decrease	List	Level	buttons	from	the	
Paragraph	group	on	the	Home	tab	

	
	
	
	
Alternatively	you	can	use	the	keyboard	shortcuts:	
•  Shift+Alt+Right	arrow	key	=	increase	level	
•  Shift+Alt+Left	arrow	key	=	decrease	level	
Guides	
•  To	ensure	all	other	elements	aside	from	placeholders	are	

positioned	correctly,	switch	your	drawing	guides	on	
•  Click	Alt+F9	

•  We published this consultation document via ENA on 26th September 2018 

•  In this document, we set out our information provision proposals in response 
to feedback from customers and stakeholders in three areas: 

•  Standardisation of the system maintenance window 

•  Closure of data item gaps 

•  Publication of additional data items  

•  The document also invites industry participation to prioritise delivery within the 
current regulatory period 

•  The consultation closes on 6th November 2018 

•  Responses are welcome either in writing by email to 
karen.thompson@nationalgrid.com or verbally by arrangement 
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