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STEP 1
Navigate to your "Design Lab" page.

The link to this page will be provided by The Alchemy Collaborative for your organization.

HOME SCHOOLS INSTRUCTIONAL VIDEOS 9

Welcome to the Design Lab, your ulfimate destination for all things design! We're thrilled to have you here
and can't wait to help you unieash your creative potential.

In this virtual haven, you'll discover a freasure frove of design resources at your ﬁﬁg&ﬂip!. From brand
guides to ensure consistency and cohesion, to branded email signature templates that leave a lasting
impression, and dazzling social media templates to captivate your audience, we've got you covered.

To truly ampilify your design experience, we encourage you to first create a Canva Pro account. As a
ftoken of gratitude for your dedication to education, all educators can sign up for a FREEI Navigate fo the
“Instructional Video tab at the top of this page 1o find a how-to video. After that, be sure fo click on the
“join your distict's Canva team® button to gain access to collaborative design features and become part
of a suppertive community of fellow creatives.

o Before you begin, make sure you have created your free Canva Pro account. If you
haven't, please review the tutorial on how to set up your account.
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STEP 2

Scroll down to the "Design Lab Resources” section.

From here, select the "Email Signature Template" link.
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BRAND GUIDE FILES LETTERHEAD

HEADSHOTS EMAIL SIGNATURE TEMPLATE STATIONERY

STEP 3

You will be redirected to a Canva page.

Click on the button that says "Use template for new design".

A template created by Kristen Waits was
shared with you, start designing now

BROOKE GOFF

founder + chief executive officer
salchemy collaborative
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# Editing your email signature 6 Steps

o If your email signature will include a headshot, please check out the tutorial on how
to download your headshot.

STEP 4

To upload your headshot, select "Uploads" on the left-hand side menu.

design. Here are some grids you might
like:

Email signature Simple Real estz)
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STEP 5

Select "Upload files" on this menu.

In the window that pops up, select the headshot file from your computer and click "Open".

Position

Upload files

Record yourself

Videos Audio

STEP 6

Drag your headshot into the designated photo placeholder and adjust as
needed.
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STEP 7

Click the name placeholder to update the text.

BROOKE GOFF

founder + chief executive officer

1503 Bristol Court

salchemy colld
Eizabethtown, KY 42701

(270)401-6183

alchemycollab.com

+ Add page

STEP 8

Click on the title placeholder to update the text.

LANDON HUFF

founder + chief executive officer

1503 Bristol Co
Elizabethton

salchemy colld

(270)401-6183

alchemycollab.com

+ Add page
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STEP 9

Update the other information boxes as necessary.

LANDON HUFF

technology sirategy coordinator

salchemy collg

1 1 i
alchemycollab.com 1
‘ cmas.

Q
+ Add page

# Downloading your email signature 5 Steps
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STEP 10

In the upper right-hand corner, click on the "Share" button.

r\
Copy of EMAIL SIG DEMO %-&- A 1 share

@ ® &
STEP 11
Select "Download" from the menu.
(B CJ (B S
Brand Present Template link  Public view link

Template
A, Download >
[ﬂ Share on social >
B Print with Canva >
=se More >

ge
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STEP 12
Ensure that the "File type" is set to "PNG".

¢ Download

File type

d Pne v
Size x 1
[_J Transparent background W

(] Compress file (lower quality)

() save download settings

LANDON HUF
technology sirategy coordinat!

salchemy collaborative

(270)401-6183 WW\
alchemycollab.com o o

STEP 13
Under "Size", drag the dot all the way to the right.

File type

i PNG v

Size x 3.125

[ 0]
1,0 £ w
(] Transparent background W

(] Compress file (lower quality)

(] Save download settings
||
-
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STEP 14

Click on the "Download" button.

] Transparent background -

B Compress file (lower quality)

] Save download settings

¢alchemy collaborative

[y conned) ]

G That's it! You have successfully downloaded your personalized email signature.
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