X 4+ X <4

BRAND PORTAL STUDIO

How to guide

S/,



STEP1-OPEN STUDIO

To open Studio, you'll find a button in the top navigation bar at - qahighereducation.bynder.com
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STEP2-CREATE A NEW DESIGN

To start a new design, click on new design, which can be found in the top right corner.
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STEP 3-SELECT TEMPLATE

This will show all the template folders available to you. They can be viewed in a list format on the left, or in the boxes on
the main view.

Select the folder most relevant to your project.
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STEP 3-SELECT TEMPLATE

Inside the folder you should find a variety of templates, with different sizes and purposes.
If you can’t find anything that works for you please submit a marketing request.

Once you've found a template that works best for you, select it and click
create design.
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STEP 4 -EDIT YOUR DESIGN

All your editing points will sit on the right side.
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STEP5-EDIT TEXT

Make sure you delete the place-holder text before starting your edits.

Type in your copy.

This will change size depending on the amount of text.

There is a limit to how much you can add, if you need to add more words, please submit a marketing request and our
team will amend the template.
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STEP6 -EDITIMAGES

.. Background Image

L

To change an image,
click the image box and
a window will appear,
displaying all the images
available.

° Crop mode

Cover v

Align horizontally
|| =dn 23

Align vertically

$ 4

To edit the framing of the
Image, you can adjust the
placement horizontally
and vertically.
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B image X Clearfilters

Depending on the
template you may be
limited to images related
to the partner or project
you are working on.

Crop mode

Cover v

Contain
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Width
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Free @

You can also change the
crop mode, to customise
your template easily, we
recommend ‘Free’. This
will give you the option to
edit the scale.
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There is an option to
search for images in the
search box, and filtering
options for the media
type, partner, location,
business area or tags.

This is how you ed
sl text. Testing testing

Please be mindful that
the image fills the whole
space and none of the
background shows, eg.
white blocks

original v Add aﬁet

Once you have found an
Image that works for you,
select it and click add
asset, and it will appear in
your template.

This is how you edit
text. Testmg testlng

Above you can see the
Image takes up all the
space and there are no
white edges.



STEP 7 - REQUEST APPROVAL

Once you are happy with your edits, it's time to send the design for approval.
To do this, select the request approval button, in the top right corner.

A window will appear listing the reviewers for the template, this will be the marketing team who will receive an email
notification.

If you would like to leave a comment you can do so in the comment box that'll appear.

Once your design has entered this stage, its status will change to orange which means - in review. You can no longer
Mmake edits to the design.

- Please allow 2-3 days for this process to take place.
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STEP 8 -EDITS REQUESTED
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If the marketing team comes back with some tweaks, - Once you've made these changes, you can start the
its status will go to red and you will be notified in approval process again, and this will continue until
an email. your design is approved.
You can find the feedback when you hover over the - Once your design is approved you can move on to
status bar on your design. If you don't understand the step 9.

comments please get in touch with the person who
left the comments on your design.



STEP O - EXPORT

Once your design has been approved, you are now ready to export your design.
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The status of design will now be green, and no more There are a range of formats to choose from, select the
edits can be applied. one that works best for your project.
Select export on the right hand side to start Click download.

your download.

Once you have downloaded your assets from the design, it'll be your responsibility to

store these in the correct place.




STEP 10 -RENAME DESIGNS

To keep Studio neat and tidy, we recommend saving your design in a project folder. These can be created by you or
other members of your team.

We also advise renaming your design, which you can do at any point of the process.
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To edit the name of your design or to rename a folder, Discuss with your team your naming method, we
the three dots to the left of the design when you hover recommend using the date, title of the assets and then
over it. your initials.
Once clicked, select rename. This will give you the For example; 18022026 - SUC Instagram Carousel - AB

option to edit the name of your design. Once happy, click save changes.



STEP 11 - ORGANISE FOLDERS

We also recommend moving your design to a folder.

Hover over your design and select the three dots, then select move to project. Select
the correct project folder and then press move.

You will now be able to find your design within your chosen project.

If you need to create a new folder, refer to step 12.
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STEP 12 - CREATE A NEW FOLDER

If you can’t see a folder for your project you can create a new one.
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If you need further assistance with using Studio -

R please submit a Marketing Request form
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