Online Design Centre (ODC) User Guide
Guidance for how to use the ODC
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Need help?
If you need further help using the Online Design Centre or need branding advice, please contact the Girlguiding
Marketing team at brandingmatters@girlguiding.org.uk or have a look at our Brand Identity Guidelines.
TOP TIP: Find handy links to
our user guide, branding
matters email address and
Brand Identity Guidelines in
the grey footer.
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Creating an account
All new users of the Online Design Centre will need to create an account to access the materials.
If you have previously used our previous website the ‘Online Print Centre’ you’ll need to create a new account
to access the Online Design Centre.
1) Go to www.girlguidingprintcentre.org.uk or visit www.girlguiding.org.uk/designcentre
2) On the right-hand side of the login page under ‘New users’, enter your email address and create a
password and click ‘Continue’

3) Enter your first name, last name and confirm your email address

4) Click ‘Create account’
5) Read the personal data privacy information and confirm you have done so by ticking the ‘I have read the
above’ box and click ‘Continue’.

6) Then you’re ready to get started! You can log in to the ODC at any time using the email address and
password you entered when creating your account.
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Creating a logo
1) To create a localised logo for your country, region, county, district, division or unit click on the ‘Logo
Generator’ in the ‘Product menu’. Here you can localise our Girlguiding and section logos by following
the steps below.

2) Select the logo orientation –
Click the appropriate logo orientation option from the menu to download one orientation at a time. If
you’d like to download all 4 orientations at once, click on the ‘All orientations’ option.
TOP TIP: Our logos (including section logos) should always be positioned to point towards the centre of
your materials. Wherever possible the logo shouldn’t be centred, however when unavoidable the top left
logo orientation should always be used.
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3) Select the logo design –
Just select the logo option you need from the drop-down menu in the ‘Design’ section.

4) Select the colour –

The default option in the ‘Colour’ section is ‘Full colour’ which should be used wherever
possible. The ‘black and white’ option should only be used if you’re creating materials that will
only be designed and printed in black and white.

5) Select the one or two-line logo type from the drop-down menu in the ‘Location name length’ section.

Which version do you need?
Select ‘up to 20 characters’ if your localisation is up to 20
characters. There’s a character counter under the ‘Location name’
field to tell you how many characters are remaining.
The ‘More than 20 characters’ option should only be used for
localisations that are more than 20 characters and don’t fit in the ‘up
to 20 characters’ version.
TOP TIP: If you’re not sure which option to use or need help with your
localisation email brandingmatters@girlguiding.org.uk
All localisations (except country or region and unit names) should include the word ‘Girlguiding’ at
the beginning and ‘county’, ‘district’ or ‘division’ at the end. E.g. ‘Girlguiding Gloucestershire
County’.
6) Enter your localisation in the ‘Location name’ field and the preview will automatically update on the
right-hand side.
7) Select the download format from the options available: JPEG, EPS or PDF.
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Jpeg – is a standard format used for web use and other general
purposes. This format will appear with a white background.
Eps – should be used for high-quality professional printing jobs.
These files have a transparent background. This format can be
increased to any size without affecting the quality of the image.
PDF – This extra format was previously used for the Online Print
Centre. All materials on the Online Design Centre include a logo
function so you no longer need to download a logo in order to add it to any of the materials on
the ODC.
8) Once you’ve added your localisation you can:
- Click ‘Save progress’ which will add your design to your ‘Drafts’ which can be found in the top
banner options. From ‘Drafts’ you can edit, duplicate, delete or download your design at
another time by clicking ‘Generate Artwork’.

OR
-

Click ‘Next’, then give your design a name in the ‘Save as’ field (shown below).

9) Click ‘Generate Artwork’ to continue to download your logo (OR ‘Save progress’ to add to ‘Drafts’).
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10) If you click ‘Generate artwork’ you’ll see a spinning icon and ‘In process’ in the ‘Status’ column. Once the
icon has stopped spinning, there’s a tick and the status says ‘Completed’ your file is ready to download.

11) Click on the blue product name link in the ‘Products’ column to download your logo.
12) And that’s it! You can use your new logo on your own Girlguiding materials. You can create as many logos
as you need, just go back through the same process to create further logos.

Creating materials
To select the individual item you’d like to personalise follow this simple process:
1) Select the menu option from the main ‘Product menu’ on the ODC home page.

What materials can I find in each section?
-

‘Volunteer recruitment campaign’ includes posters, postcards, social media images and banners for
each section to support the #InspireGirls volunteer recruitment campaign.
‘Programme materials’ includes 3 x posters for each section to support volunteers to explain the
programme to girls.
‘Recruitment tools’ includes section specific as well as multi-section posters and postcards to help
recruit girls into guiding.
‘Marketing materials’ includes general Girlguiding branded marketing materials.
‘Stationary’ includes business cards, letterheads and compliment slip templates.

2) Navigate through the menu options to find the individual item you’d like to localise.
TOP TIP: To go back to a previous sub-menu click the back button in your browser.
3) Go through the editing options on the left-hand side by clicking on the grey buttons to edit the logos and
text (where possible).
TOP TIP: Where two logos appear on a design, you only need to localise one of the logos – it doesn’t matter
which one you choose.
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4) If you know the registered charity number for your guiding area or unit, click the grey ‘Click here to view
text options’ button to add this to your design.
5) All your changes should update automatically and appear in the preview on the right-hand side of the
screen, if not click ‘Update’ at the bottom of the screen.
6) Once you’ve finished editing your design click the ‘Preview’ button to see a full-size PDF preview.
7) If you need to make any more changes, these can be done using the editing options or if you’re happy with
your design, click ‘Next’.
8) Give your design a name in the ‘Save as’ field and then click ‘Generate Artwork’ to download your design OR
click ‘Save progress’ to save the design to your drafts which will allow you to come back and make changes
at another time.
TOP TIP: To return to the main ‘Product menu’ if you’re editing a design, click the blue Girlguiding logo or click
the ‘Product menu’ button in banner at the top of the screen.

Printing your materials
You can create materials on the Online Design Centre for free. When your items are finished and have been
downloaded the print-ready PDFs to your computer you can:

•
•

Print your materials at home using your own printer.
Send print-ready pdfs of your materials to a professional printer of your choice.
TOP TIP: Materials on the Online Design Centre have been designed to be professionally printed so will
always look their best when printed professionally.

Reviewing your drafts
If you clicked ‘Save progress’ on any of our previous designs these are stored in ‘Drafts’ section. Click on ‘Drafts’
in the grey banner menu at the top of the screen. You can see the number of items in your drafts in the brackets.

Reviewing your download history
All your previously downloaded items are stored in the ‘History’ section and can be viewed at any time. Click on
‘History’ in the grey banner menu at the top of the screen. From here you can view the date your materials
were created, their status and download them again if you need to.
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Hints and tips
• Ensure that any logo you are creating complies with the Girlguiding Identity Guidelines. Where materials
include a Girlguiding and section logo only localise one of the logos, please don’t localise both.
• Check for spelling mistakes on your logo – it’s always worth asking someone to review your logo.
• Always generate a pdf preview to see how the finished items will look to make sure everything looks perfect
before your download and print your materials.
• A charity registration number should be added (where possible) to every document using the ‘Charity
registration details’ field. Please ensure that you use the correct charity number for your country/region,
county, division, district or unit.

Item-specific hints and tips
Letterhead

•
•

The letterhead template is intended as a stationery item to be placed in your printer tray. Correspondence
can then be printed directly on to the letterhead, with no need for you to enter set details each time you
print.
A county emblem can be added to your letterhead, or alternatively a second logo can be added so that both a
Girlguiding and a section logo can appear on it. Using both logos can help to reinforce that each section is a
part of Girlguiding.

Compliment slip

•
•

Because of the design of the compliment slip, address details should be added on one line using commas to
indicate normal line breaks in your address.
As with the letterhead template, a county emblem or a second logo can be added to the compliment slip.

FAQs
How do I access the Online Design Centre?
You can access the Online Design Centre through Girlguiding website or directly at
www.girlguidingdesigncentre.org.uk

What is the site used for?
The Online Design Centre is a quick and easy way to localise Girlguiding logos and personalise Girlguidingbranded publications and resources, making them appropriate for your local guiding area. The ODC ensures that
Girlguiding members use our branding consistently in all their marketing materials, recruitment materials and
stationery.

Who can use it?
The Online Design Centre can be used by all members of Girlguiding.

What items are available?
Materials available on the Online Design Centre include:

•
•
•
•

Logos
Section, volunteer and student recruitment materials (including posters, postcards and pull up banners)
Girlguiding marketing materials (including banners, posters, postcards and leaflets)
Stationery (letterheads, business cards, compliment slips)

How much does it cost?
There’s no charge to use the Online Design Centre. Items can be downloaded and printed from home or printed
by your preferred local printers. If you’re ordering printed items through a professional printers, ordering
materials in larger quantities will reduce the cost-per-unit and so it’s cheaper to buy in bulk where possible.
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Where’s the image library?
Due to GDPR, we’re not currently able to include an image library on the Online Design Centre. We’re looking
into options for how we might be able to provide images for members to use in the future.

I need help – who should I contact?
If you’re having difficulties using the Online Design Centre or have any feedback please contact the Girlguiding
Marketing team – brandingmatters@girlguiding.org.uk
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