
Adding Logos to 
Guest-Facing Materials



v

Adding Logos:
Confirmation Emails & 
Stationery in StayNTouch
Cloud PMS

Standard Confirmation Email



This image doesn’t fit. 
Note the black 
background/border.Actual image selected 

for logo (300 x 152 px). 

Confirmation Email: 
Hotel Logo



This image doesn’t fit. 
Note the black 
background.

Actual image selected 
for logo (500 x 116 px). 

Confirmation Email: 
Hotel Image



• Guess what? Both of the images in the confirmation 
email need to have matching width x height (the 
need to be exactly the SAME) or else the black 
background pops up. 

• The pixel size is not that different between the 
images below, and already the black background has 
become noticeable.

• Of course, it’s completely up to the hotel if they have 
a problem with the background showing.  

Confirmation Email: 
Hotel Image

Note the black 
background that’s barely 
visible around the hotel’s 
image.

300 x 200 316 x 200



• Another example of how different logo sizes 
look paired together.

Confirmation Email: Hotel Image

200 x 58 316 x 200



Ideal Settings
Hotel Details Recommended: 

• 316 (w) x 152 (h)
• PNG

Recommended: 
• 500 (w) x 115 (h) 

o (Long, thin banner)

• 500 (w) x 350 (h) 
• (More square)

• PNG 



Ideal Settings
Stationery 

Map Recommended Size: 
• 300 (w) x 144 (h)
• PNG



Ideal Settings
Stationery 

Hotel Image 
Recommended: 
• 316 (w) x 152 (h)
• PNG



Ideal Settings
Email Confirmation 

Example: 
• 316 (W) X 152 (H)



Ideal Settings
Invoice Template

Example: 
• Make sure Use Hotel 

Logo Image for 
Template is selected 
on Stationery. 

• Choose file on the 
Hotel Details page. 



Ideal Settings
Invoice Template

Example: 
• 500 (W) X 115 (H)



Ideal Settings
Invoice Template

Example: 
• 500 (W) X 350 (H)



Backgrounds 

Only use logo/images 
with transparent 
backgrounds.  

Images with colored 
backgrounds (like the 
black logo to the right) 
will result in 
unnecessary borders 
around logos on other 
screens.   



Check Image Size

Read a more comprehensive guide here.

MAC PC
To find out the file size and dimensions of an image that is stored 
on your computer:

1. Double click to open the image in Preview.
2. Choose Tools. 
3. Click the Show Inspector tab.
4. Check the Image Size:

To find out the file size and dimensions of an image that is stored 
on your computer:

1. Open the file where the image is saved.
2. Place your cursor over the image icon, and right-click if you 

are using a PC.
3. Choose Properties.
4. Click the Details tab.
5. Scroll down to the:

•Image section - To view the image dimensions.
•File section - To view the image file size.

*I don’t have a PC. Sorry no image! 

http://support2.constantcontact.com/articles/FAQ/1819

