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How to Customise the Canva
Article Template

Creating eye-catching graphics for your school website and eNews is
quick and easy with our ready-made Canva templates!

Simply visit our website, choose from our three professionally
designed templates and request your free template link.

This cheat sheet will guide you through personalising your chosen
template with your school's logo, colours, headings and images or
icons.

Once customised, you can reuse your template again and again,
creating a consistent, professional look for your school's Recent
News and eNews articles. No design experience needed!

e Go to https://www.updat-ed.com.au/page/498

 Fill out the form for your chosen theme of article images

+ We will send you a template link

Theme - Curved Articles
A soft, modern design featuring curved shapes and photos for a fresh, welcoming ook

rvwm-z icon Articles
in, colourtul design featuring to match your school's branding

Ganteen Umform Information

Ther mo: Angled Articles
contemporary design combining photos and angled shapes for an eye-catching finish.
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+ Click on the template link and it will take you to canva, ready to
customise the theme to your school branding.
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+ Click on Uploads to upload a copy of your school logo.

 Click on Upload file and select your logo from your files, once
uploaded it will land in the menu on the left.
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« If you click on your logo, it will drop the picture into the middle of

the design.
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* You can use the corners to reduce the size of the logo, and if you
use the line around the edges, you can drag it in to remove some
background (or even the school name).
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« Toremove the white background (if you have one) click on BG
Remover while the image is selected
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* To delete the template logo, click on it so a purple square
surrounds it, and hit delete or backspace on your keyboard.
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» Drag your logo into the correct position

0000
Curriculum
News Q

* To colourise, click on one of the elements, in this instance we will
click on the vertical teal line.

* You will see a colour picker at the top, click on the circle with the
colour. 1
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* It will open up a panel to the left, scroll down until you see the
option Photo Colours and select one of your school colours.
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* Next, select the icon, and change to one of your school colours.
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« When you select the circle, you will see there are two colours that
you can adjust. Stroke colour is the edges of the circle. Colour is
the inside of the circle. When changing colours make sure you flip
between the two options.
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* Repeat the process for all elements on the page, including
highlighting the text and changing the font colour and/or font.
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 If you want to change the background colour, select somewhere in
the background and you will see the colour circle can click on a
choose a background colour from the palette.
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* When you are happy with your design you can download it to your
computer.

+ Click on the "“Share” button at the top of the design



updat-e¢d

ASY WEBSITES FORSCHOOLS

SOUTH STREET

[ ZEVERTL S

* Choose "Download”

Share design
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+ Click on the "Download” you will have options to all, this page or
custom pages, choose the best option (in this instance we'll just

download this page.
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You're saving A$2 on premium elements

Save download settings

Select pages

+ The design will be saved on your computer to use for articles and

eNews!
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Want to use this template for other Article images? That's simple!!!

* In the top right corner of your design you will see a “Duplicate
Page" button. Click on this and you will have a copy of this design

as the next page. /
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* You can change the page name by typing the name of the new
icon into page name.
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+ Click into the headings on your design and change the text to label
your new design
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» Delete the iconin the centre of your circle, by selecting it (purple
box around it and click backspace or delete on your keyboard.
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 To search fora new icon, click on Elements tab on the left and
search for the theme icon that you need

* Resize, position and colourise your icon to suit your style.

» Creating a bank of these after you have made the template will
take no time, and your site will look fabulous!
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