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How to download and customize 
social media templates

1
Click “download” next to the social media template  

you have chosen.  

2
The files you will download are PowerPoint slides. 

3
Only the areas that contain the contact details are editable.

4
The editable areas of the 

template are text boxes. You 

will use these sections to enter 

your contact details.
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5
Once you have entered 

your details, click “save 

as” and type in your 

chosen file name.

Click “File” to locate 

“save as”
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6
While you have the “save as” dialogue box open, in the “save as 

type” section, click on the dropdown arrow and select “JPEG file 

interchange format”. Click save.

7
You now have a customized image to post on social media.
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How to upload the image  
to Facebook

1
Log into your Facebook account.

2
Go to your home page.

3
Click on photo/video.

4
Locate the jpeg file you 

saved and click “open”.
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How to upload the image to Facebook con’t

5
If desired, you can write 

a message to accompany 

your image if you click 

on “Say something about 

this photo …”

If you choose not to, or 

once done, click “post”.
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How to upload the image  
to LinkedIn

1
Log into your LinkedIn profile. 

2
Go to your home page.

3
Click on “image”.

4
Find your saved image 

and click “open”.
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How to upload the image to LinkedIn con’t

5
You are given the option 

to write a comment 

about the picture. 

Once done, click “post”.
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How to upload the image  
to Twitter

1
Log into your Twitter account. 

2
On the top right you will see this icon      click on it. 

3
A new window will appear in the webpage for you to compose a 

tweet. Click “Add photo”.

4
Another pop-up window will appear, it will show you the files on 

your computer. Find the image you saved and select it. Then click 

“open”. 

5
Twitter will upload the image in your compose a new tweet 

window. If you want to write a message about the image, you will 

have 140 characters to do so. Once done, click “Tweet” on the 

bottom right.


