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Step 1: Click on your organization and click on the 
‘Design Template’ page on the left hand side 
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Step 2: Click ‘Create New Template’ 

Step 3: Always Name your 
Template (otherwise it will 
not save) 
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Step 4: Adding a logo 
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Step 5: Browse to upload image 
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Step 6: Click on image 
 

Step 7: Customize images & Click insert 
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Step 8: Manipulate image (center, left, right) etc. 
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Step 9: Set Global settings 
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Step 10: Click on Events 
 

Step 11: Click on the event to set the template 
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Step 13: Select your named design template under 
the ‘Web Design Template’  header and select ‘Save’ 
at the bottom 

Step 12: Click on 
Event Details 
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