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Brand Template
H A N D B O O K

T H E

How branded templates can save you time and keep your designs
consistent, how to create them in a few common programs,

and a checklist of templates you should have on hand in your biz.



1. Templates explained.

Templates allow you to save a base version of your design for a variety of collateral pieces 

that you use regularly in your business. They save all of the colours, layouts and other visual 

elements into a document that you can open up and use whenever you need it. 

For example, you might use the same design for all of your blog post images, like I do. Instead 

of recreating the image each time, you can save a file that includes the layout, colour, image 

and text placement. Then, each time you need to make a new blog post image, you simply 

open your template, change the text to suit your new image.

The image on the left is the template that I edit each time I need a new blog post thumbnail, 

and the image on the right is how it looks when I’ve added in all the relevant information for 

the new post. 

Templates aren’t just limited to blog or social media graphics. You can create a template for 

just about anything! Pdf documents for content upgrades, digital products or course materials, 

slide decks in Powerpoint or Keynote, mockup examples, or even pages on your website.  



2. Why templates are awesome.

3. The best templates for online biz owners.

I love templates A LOT. So much so that I create them for almost all of my branding clients. 

Templates are awesome, and there are a couple of reasons why. 

1 .  C O N S I S T E N C Y .

One of the main ideas behind building a brand is that you’re providing your audience with a 

consistent experience with your business. If your visuals change every time you make them, 

your visual identity will not be something that people recognize and remember. By using a 

template for each graphic, document, or other business materials that you make available to 

your audience, you ensure that the design and layout remains the same. 

2 .  T I M E  S A V I N G .

There’s never enough time to do everything in your business, especially if you’re a 

solopreneur or working with a small team. So it’s important to save time where you can. If you 

have to re-create a design, every time you make something, you’re wasting precious hours! If 

you use a template, you make it once, and then take five minutes to input the right details when 

you need it. You can use the same template over and over again forever.

The best way to figure out what templates you should have ready to go is to look at what you 

most commonly need for your business. Here’s a list of the most common kinds of templates 

that online business owners use:

• Blog post graphics.

• Social media graphics.

• PDF templates for content upgrades,  

digital products, course materials.

• Slide deck templates for  

webinars, course videos, etc.

• Contract / proposal templates.

• Sales page templates.



4. How to make templates.

Many programs these days have a template option when saving. For example, you can create 

a completely custom template / theme in Keynote, setting the styles for each kind of slide. But 

personally, I find the easiest way to create templates is simply to save an editable version of 

your file, and make a copy of it each time you need it. This works for almost any kind of  

graphic or document you might need, so it’s pretty hard to go wrong, and you don’t have to 

bother learning how to create built in templates in each different software. 

Here’s how to do it in some of the most common programs you’ll experience. I’m using a blog 

post graphic, a pdf document and a course slide deck as examples, but the process is almost 

always the same no matter what kind of document you’re creating within that software. 

P H O T O S H O P  T E M P L A T E S

Step #1 - Create your design / document. Use placeholder text in place of any headings, 

subheadings, etc.



Step #2 - Navigate to File - 

Save As, and save your work 

as a .psd (Photoshop file). It’s 

a good idea to save it in a new 

folder called ‘Templates’ so 

you can keep all your templates 

together in one place. 

Step #3 - When you need 

your template, open it up in 

photoshop and insert the correct 

content. Export the updated 

image in the file format you 

need.

Step #4 - If you like to keep 

an editable copy of your image 

/ document, navigate to File - 

Save As. Give your file a new 

name, and save it where you 

like. If you don’t need an 

editable version, close your 

template document and choose 

‘Don’t Save’. This will preserve 

your template for next time. 



C A N V A  T E M P L A T E S

Step #1 - Create your design / document - use placeholder text in place of any headings, 

subheadings, etc.

Step #2 - Navigate to File - 

Save, or allow Canva to 

autosave your work. 

Step #3 - You’ll now see your 

template saved under ‘all your 

designs’. To use it, select make 

a copy. Insert your content, and 

then download your final image 

from Canva in the file type of 

your choice. 



K E Y N O T E  T E M P L A T E S

Step #1 - Create your design. For slide decks, it’s a good idea to design a slide for all the ways 

you might present content. The following slides are ones you’ll use often, so design them for 

your template.

• Title slide

• Bullet point slide

• Image slide

• Quote slide

• About me slide

• Testimonial slide

• Action item slide

• Product / service slides

• Q&A timer slide

• Process slide

If you know your way around keynote you can create a set of master slides for these designs, 

and save them as a new theme. If that sounds too complicated, simply make your slides, and 

save your keynote presentation in your Templates folder as a .key.



Step #2 - When you’d like to 

make a new presentation, open 

up your template. Navigate to 

File - Duplicate. This will make a 

copy of your template that you 

can input content into. 

Step #3 - In your duplicate 

document, click the drop down 

arrow next to the file name, 

rename your presentation and 

choose where you’d like it to be 

saved. 

Step #4 - Now, insert content 

into your presentation. If you 

need the same kind of slide 

multiple times, simply copy 

the slide and paste it into the 

presentation as needed. If you 

have any template slides left 

over when you’re finished, 

delete them. 



I N D E S I G N  T E M P L A T E S

I use InDesign for all of my PDF content. You’re welcome to use Canva or even 

Photoshop for your PDF creation, and the previous template methods for those. But if you’re 

familiar with InDesign, it can be a powerful tool for PDF creation. 

For templates in InDesign, I actually have two documents - one is a blank document 

containing the page design, and the other is a document containing all the kinds of text, 

layouts and formatting I might use. When I make a new document, I simply copy the elements 

from the text document over into the blank document as needed. 

Here’s an example using a template I designed for Indigo Colton.

Step #1 - Create a document that contains the elements you use most often in a PDF 

document. Save it as an InDesign Document (.indd). Examples include:

• Title Page

• About Me Page

• Plain copy paragraph with header.

• Bulleted / numbered copy with header. 

• Checklist copy.

• Areas for people to write answers.

• A calendar layout.

• A list with titles / descriptions.

http://www.indigocolton.com


Step #2 - Create a second, separate blank document that contains the page design / layout. 

Save it as an InDesign Document (.indd).

Step #3 - Make a copy of your blank document, name it what you want to, and open it up 

alongside your document full of copy / design elements. Now you can copy / paste what you 

need from the elements document into your pdf in the order you need, and input the content. 



4. Notes & Extras.

In this guide I’ve covered template creation using some of the most popular softwares for 

graphic, pdf and presentation work. However, the methods I’ve used can be replicated in 

almost any program or software you might use for your business, so if you use something else 

to create stuff, give it a try. 

Now that you know how to make them, here’s a place where you can make some notes about 

which templates you need to create for your business, and what they need to contain to be 

useful for you:
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I help women stand out in a sea of 
online businesses through simple 

design and personal branding. 

H E Y ,  I ’ M  E M I L Y .

If you have any questions about the guide or different methods of 
template creation (or anything else!) feel free to shoot me an email 

at emily@emilybankscreative.com.
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