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1. The Brand Image Package

As part of the communication kit, this manual has been developed to ensure the correct use of the
SEMPRE-BIO graphic image in the different communication and dissemination materials. Firstly, how to
install the selected fonts. Secondly, how to apply the different templates made specifically for the
Microsoft suite. Finally, where to find and how to apply the brand manual. It's important to remember
that the correct use of the brand image creates a uniform and professional look that reflects the goals
and values of the SEMPRE-BIO project.

The BRAND IMAGE PACKAGE folder has all the materials for the right use of the SEMPRE BIO image.
Inside you can find the following files:

o (00_README
o Thisfile was created to make sure the user arrives to this same document where the first
instructions are given.
e 01_TEMPLATE
o Inthisfile could be found all the templates that have been created for the project. There
is one Microsoft word empty template, 2 power point empty templates, 2 themes and the
most important one the Corporate Image Manual.

e (02_LOGOS

o Herethere could be found all the different uses and variants of the corporate logo.
e (03_FONTS

o Thisfile has the zip files of the corporate fonts.
o 04_IMAGES

o In this file it could be found many curated stock images that could be use in the
presentations and word template.
05_SOCIAL MEDIA MATERIALS
o Hereitcould be found the profile picture and the banners for the social media accounts.

2. Fonts and Logo

The first thing that needs to be done to start using the templates is to instal the fonts.
1. Goinside the BRAND IMAGE PACKAGE folder

.

MNarne Status Date modified Type Size
_ 00_READ ME = 17/01/2023 12:48 File folder
_ 01_TEMPLATE = 17/01/2023 12:46 File folder
_ 02_LOGOS @ 17/01/2023 10:18 File folder
_ D3_FONTS &) 17/01/2023 12:47 File folder
_ 4_IMAGES @ 17/01/2023 10:22 File folder
_ 05_SOCIAL MEDIA MATERIALS @ 17/01/2023 10:22 File folder
2. Openthe 03_FONTS.
Mame B Status Date modified Type
_ Alatsi &) 17/01/2023 12:47 File folder
_ Barlow &) 17/01/2023 12:47 File folder

3. Double click the True Type font file. A window will pop out.
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Mame Status Date modified Type

4 Alatsi-Regular &) 17/01/2023 12:47 TrueType font file
D OFL &) 70172023 12:47 Text Document

4. Click on“Instal”

A Aatsi Reqular (OpenType) o o x

Print Install

s
rsion 1.005; tifautohint (v1.8.4.7-5d5b)
Layout, TrueType Outlines

abcdefghijklmnopqrstuvwxyz ABCDEFGHIJKLMNOPQRSTUVYWXYZ
1234567890.,; ' " (17) +-*/=

12 The quick brown fox jumps over the lazy dog. 1234567890

e The quick brown fox jumps over the lazy dog. 1234567890

= The quick brown fox jumps over the lazy dog. 1234567890

. The quick brown fox jumps over the lazy dog. 1234567890

. The quick brown fox jumps over the lazy dog. 1234!

.The quick brown fox jumps over the lazy

o

Repeat the same process with the other font.

3. Microsoft Suite

The easiest way to use any of these templates is that whenever is necessary to create a new word
document you make a copy of the Empty Template file and start editing on it. Here you can find an
explanation on how to make the copy and how to add the themes to your computerin order to apply them
into any other document.

3.1. How to use the Word template

1. Tosavethe SEMPRE-BIOwordtemplateinyour custom themesribbon you first needto goto the
01_TEMPLATE folder.

o~

Marne

~ 00_READ ME
~ 01_TEMPLATE
02_LOGOos

- 03_FONTS

- 04_IMAGES

~ 05_SOCIAL MEDIA MATERIALS
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2. Onceinside you must open the WORD TEMPLATE_ SEMPRE BIO.

MName

CORPORATE IMAGE MANUAL_ SEMPRE BIO
[3]] CORPORATE IMAGE MANUAL_ SEMPRE BIO
[3] EMPTY TEMPLATE_SEMPRE BIO GREEN

[3] EMPTY TEMPLATE_SEMPRE BIO WHITE
SEMPRE BIO GREEN

SEMPRE BIO WHITE

SEMPRE BIO WORD

@ WORD TEMPLATE_ SEMPRE BIO

3. Once the template is open you click on “Design”, then select themes, and save current theme.

File _Home Insert Draw Layout References Mailings Review View Developer Help  Acrobat | & comments | | Editing~ |
5 =7 Paragraph Spacing ~ B
; - [ — FP - r—— - : % Parsgraph Spacing ® &
= ~ Colors Fonts @ eifects ~ Watermark Page  Page
- - (@) set as Default v Color~ Borders

Page Background

Office Facet Gallery. Integral

lon Board, Organic  Retrospect
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Resetto Theme from Template

! _[F BrowseforThemes..
I Save Current Theme. I
-

| ——

e—— R ——

4. Awindow will pop up. Save it with the name with SEMPRE-BIO WORD THEME.

“ Save Current Theme *
€ > v _ % AppData » Roaming » Microsoft * Templates » Document Themes w @] Q. Search Decument Themes I
|
. |
File name: | SIEMPRE-BIQ - |
Save astype:  Office Theme ~
Tools = Save Cancel

w Browse Folders
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5. That way the next time you need to add the theme to a different document, you only have to go
to design/ themes and select SEMPRE-BIO

)

SEMPRE Bl

Office

3.2.How to use the Power Point Template

1. To start using the SEMPRE-BIO Power point template first you need to go to the 01_TEMPLATE
folder. Once inside you must open the EMPTY TEMPLATE_ SEMPRE BIO(either GREEN or WHITE)
you will have to make the process twice to save both in your custom ribbon.

~
Mame

CORPORATE IMAGE MAMUAL_ SEMPRE BIO
@ CORPORATE IMAGE MAMUAL_ SEMPRE EIO
@ EMPTY TEMPLATE_SEMPRE BIO GREEN

I@ EMPTY TEMPLATE_SEMPRE BIO WHITE

l[i:hl SEMPRE BIO GREEM

l[-i::', SEMPRE BIO WHITE

l[-it‘, SEMPRE BIO WORD

@ WORD TEMPLATE_ SEMPRE BIO

2. Oncethe template is open you click on “Design”, then you go to the arrow on the right side select
themes to display the rest of the themes.

File Home Insert Draw @ Transitions ~ Animations  Slide Show Record Review View Help  Acrobat

e 5 i
L -ﬁ: Title here
SEMPRE-BIO o
presentacién ) e mm. ) EE
7 .
; [ |
4
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3. A window will drop and you have to click Save Current theme

File ~ Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Help  Acrobat

This Presentation
| Aa

Custom

uu@
-r* }

| I— L (oo LR L) L By =
@ Save Current Theme X

l € > v _ « AppData * Roaming » Microsoft » Templates » Document Themes ~ Q. Search Document Themes

File name|| SEMPRE BIO WHITE I
I Save astype: Office Theme

Authors:  Estefania Gonzalez He... Tags: Addatag Title:  Agribusiness Company Profile

~ Browse Folders Tools Cancel

5. That way the next time you need to add the theme to a different document, you only have to go
to design/ themes and select SEMPRE-BIO WHITE/GREEN

This Presentation

o

Custom

. e (e |

SEMPRE BIO GREEN
Bl |
Aa Aa I (A |

Office

[F Browse for Themes...

Save Current Theme...
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3.3.Colors and fonts in Microsoft suite

In both Word and PowerPoint you can save the colour palette and the font theme so that you can use it
throw the different products of the Microsoft suite. Here you can find the instructions to save those in
case they will be needed in any other document.

3.3.1. Word

Colours

file  Home Insert Drawlayum References  Mailings  Review View Developer Help  Acrobat ¢

7 Paragraph Spacing
i (@] Effects - W

Colors
= ¥ () Setas Default

Custom

P R D N O O N Y R T M. 15 16 A

[T T SEMPRE-BIO

Office
W T Office
I I Office 2007 - 2010
W T T Grayscale
T Blue Warm
W N Blue

| I Biue
I R Blue Green
T Green
I TN Green Yellow
I T Yeilow

z | Customize Colors... |

Open Word, go to design tab and select “colors”
2. A new window will pop up. This one will have the colours and their values. Save it with the name
SEMPRE-BIO

—_

Create New Theme Colors ? X

Theme colors Sample

Text/Background - Dark 1 -

- g I:l Text

Text/Background - Light 1 [ |~ @I G;I

Text/Background - Dark 2 |:| -

Text/Background - Light 2 - II L
= allilia

Accent] El T Hyperlink Hvperlink
Accent 2 . ~ Hyperlink Hwvperlink
Accent 3 E -
Accent 4 El -
Accent 5 |:| -
Accent & El -
Hyperlink |:| -
Followed Hyperlink |:| hd

Mame: | SEMPRE-BIC

Reset Cancel
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3. That way the next time you need to use the SEMPRE-BIO colour scheme you can simply go to the

colour icon and change it for the one you want.

(v

I A i S Paragraph Spacing File
|| colors [Fonts @I Effect=~ W
* (©) Set as Default z) ~
| custom 7y
Undao

| [T T SEMPRE-BIO |

. Office

oW
will

E—
i

I T Office

I I Office 2007 - 2010
W T N Grayscale
T Blue Warm

W N Blue !
I Elue

W RN Bluc Green

W TN Green !

T Green Yellow

Font

—_

W T Velow
I T Vellow Orange vy

Customize Colors...

Home Insert Draw Design Layout References Mailings Rewiew  View Developer
|j11 [Calibri (Body) d A A A B =[]
e ' B ' . '
Paste B I U~ a3 x, ¥ A~ iv[£v| gg%lg 1=
M < Farmat Painter \— )
Clipboard H Font B Automatic A
Theme Colors
1 1 1 |'_-|1 1 20 0300 4 5o G0 F oo B K EEEN u

A
IR

Standard Colors

N EEEENE
More Colors...
D Gradient >

Open Word, go to Design tab and select fonts and then Customize Fonts...
A window will pop up. Fill it up with Alatsi as a Heading font and Barlow as a body font. Save it like

SEMPRE-BIO

That way the next time you need to use the SEMPRE-BIO colour scheme you can simply go to the
colouricon and change it for the one you want.

§ Paragraph Spacing ~

@] Effects - Waterrr Create New Theme Fonts ? X
M M @ Set as Default M
A% .
Aa Quicksand | Heading font: Sample
Zilla Slab T |Alatsi ~ Heading
EBody font:
Az EPD”LUT § Eody text body text body text. BEody
ah Barlow ~ A
Merriweather . _
PHAa | e Name: |SEMPRE-BIO
Save Cancel
Aa LEMON MILK
Graphik Regular
Open Sans
Aa HRoboto Slab
— File Home Insert Draw Design Layout References Mailings Review Vi
Aa Alatsi
D~ fﬁ [Bartow Juoo A A Al A
= | | ()] e ' ' a
S A tsttDL " ] — Paste Theme Fonts =
ato Lig! - gFormatPainter Al (Headings) I -
atsi eadings
Aa Montserrat Undo Clipboard ] e
et
e _ Barlow (Body)
BEBAS NEUE
Aa Libre Baskerville
Office
Office
Calibri Light
Aa Calibri =

Customize Fonts...
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3.3.2.

Power Point

Colours

1. Open Power Point, go to view and from the Master Views section go to Slide Master.

File Home Insert Draw Design  Transitions  Animations  Slide Show  Record Review-HeIp Acrobat

[ ] . FH =l = W color | + E Arrange Al F‘

EJ EJ B3| B Ed 3 Q o B 3 2 kg

Normal Outline | Slide | Notes Reading Slide Handout MNotes Zoom  Fitto EGH}MEIE MNew B8 Cascade Switch Macros
View |Sorter | Page  View Master |Master Master Window :Bla(kandWhite Window 71 Windaws ~

Presentation Views aster Views Show Zoom Color/Grayscale Window Macros

Slide Master View

Master slides control the look of
your entire presentation, including
colors, fonts, backgrounds, effects,
and just about everything else.

5@ :

SEMPRE-BIO

presentacion
You can insert a shape oralogo on
a slide master, for example, and it
will show up on all your slides
autormatically.

L]
[ I

3 4

we must go to the colours section and click in

1 =

2. It will take you to the following page. There
customise colours.

3. Anew window will pop up. This one will have the colours and their values. Save it with the name
SEMPRE-BIO

File  Slide Master Home Insert Draw Transiions Animations _Review View Help Acrobat Create New Theme Colors ? %
I{I _ S Te Background Styles v l ¥
InsertSide Inseq L3 Rename Inset [ pooters | Themes Slide Close Theme colors Sample
Master  Layout Placeholder ~ i Size~ | Master View
Edit Master Master Layout Edit Theme 3 size Close Text/Background - Dark 1 I:l -
o 12 s 5 Text
Text/Background - Light1 [ | = CJ{I G;I
Click to edit Master .
titlestyle Text/Background - Dark 2 |:| -
Text/Background - Light 2 &7
T SEVPRE-BO /Backg tignt2 |[] .III - L
opry Accent 1 (o ~
i Hyperlink Hvperlink
(it éait ; X ; -
Mastertitle | Accent 2 (o ~ Hyperlink Hyperiink
ratyle
Office Accent 3 IE v
I T Office
— 7 Accent 4 -
W Office 2007 - 2010 L]
T Groyscale Accent 5 -
T Blue Warm
0 Accent (. -
I I Giuc il
2 e ey Hyperlink IE -
lickto edit Master title ...} I N Biue Green
I
e I N Green Eollowed Hyperlink IE -
B T Green Vellow
I T Vellow
Mame: | SEMPRE-BIC
I TN Vellow Orange =

Click toedit ,

Master title |
style

4. That way the next time you need to use the SEMPRE-BIO colour scheme you can simply go to the
colouricon and change it for the one you want.

Reset

Cancel

File Slide Master Home  Insert Draw  Transttions  Animations Review Help  Acrobat
B & i ; schground Syies> =]
i Rename . = )
Inse Slide Inset Insert | fogters | ThEmeS Slide Clase O |2 . .
Master  Layout [ Placeholder Sze~ | Master View T ] Shape Fill ~ /o Find
Jne  EANNDOO | B [ (seeer ]
C AlLLelG - : Theme Colo la
Arrange Quick eme rs
- N { 1%" - sy M EEEEREC
Drawing sir
— 0 1 2 3 4 -1 I d
imMaster title
: one dichnnnnei
T Office
W W Office 2007 - 2010
.i!—r_ Grayscale Standard Colors
TR Glue Warm
= NOUS——— 5 | EEEENR

Ilicktoedit Mastertitle

fcktoedit
Master title
style
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W Green Yellow
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Customize Colors...
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Font

1. OpenPower Point, go to view and from the Master Views section go to Slide Master.

File Home Insert Draw Design  Transitions  Animations  Slide Show  Record — Review Help  Acrobat
[} . - =l = |. Colar | + E Arrange All = F‘
i B3B8 2 EE = Qo Eou 7 2 uN S,
Mormal Outline | Slide | Motes Reading Slide Handout Motes Zoom  Fitto i Grayscale New © Cascade Switch Macros
View |Sorter | Page  View Master |Master Master Window : Black and White Window [ Windows ~
Presentation Views aster Views Show Zoom Color/Grayscale Window Macros
Slide Master View
Master slides control the look of l
e your entire presentation, including
colors, fonts, backgrounds, effects,
SEHPRE-B_IE’ and just about everything else,
presentacién (o)
You can insert a shape or a logo on
a slide master, for example, and it L
will show up on all your slides _
: autormnatically.
1 3 4

2. ltwill take you to the fLoIIowing page. There we

file  SlideMaster Home Insert Draw Transions Animations Review View Help Acrobat
'@ B ] Tiie 3 Background Styles ~ IE
Insert Shide. Insert 2l Rename et oy | Themes Hide Background Graphics ¢
Master  Layout [ Placeholder v - 4l Szev
Edit Master Master Layout Edit Theme Aire IF] Size
0 12 Quicksand i 6

Zilla slab
ARE1
Quicksand
Zilla Slab
BioBoost
Titillium
Lato Light

Click to edit Master
title style

Inveniam Group
Merriweather
Mentserrat

Master title
ot

Mimark
LEMON MILK

(Click to edit Master fitle - Graphik Regular

SAFEWAX

Open Sans
Fobato Slab

o Aa

:
:

Clickto-edit

Master title | ~

style

SEMPRE-BIO
Alatsi

Rarinw

Traffikgene
Lato
Lato Light

UR-Flow
Montserrat

Gelasio

Zebralife
BEBAS NEUE
Libre Baskerville g

SEMPRE-BIO

must select fonts and then Customize Fonts...

Close
Master View

Close
5 4

: I - e subtitle

A window will pop up. Fill it up with Alatsi as a Heading font and Barlow as a body font. Save it like

That way the next time you need to use the SEMPRE-BIO colour scheme you can simply go to the
colouricon and change it for the one you want.

Create Mew Theme Fonts ? >< Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Help
_ i Ll el T e— R LT
| Heading font: sample paste B New Reuse L Reset Theme Fonts =
E] - . v <F Format Painter | Shde~ Slides 5 Section ~ . _
Alatsi || Heading apbora Sices Alassi (Fecing?
Body font: a L Barlow (Body) 3
H — Body text body text body text. Body w All Fonts
Barlow w
- Abadi
Mame: |SEMPRE-EIC Abadi Extra Light [}
- igency i
Save Cancel Aharoni
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4. The Corporate Image Manual

The corporate image manual can be found in the BRAND IMAGE PACKGE/ O1_TEMPLATE.

Now the themes are installed, the colours are in place and the fonts are working. It is important that
anybody who will create content for the communication and dissemination of SEMPRE-BIO project
reads and understands the Corporate Image Manual. That way we insure the correct application of the
brand image in the different contents. In there you could find:

The Logotype
Safe area
The Logo Applications
Incorrect uses of the logo
Fonts
Colour palette
Stock Images
Social Media
Word template
. Power Point Template Green
Power Point Template White
. Guidelines for producing.
a. Video Production
b. Photo production
13. Guidelines for blog post
a. BlogPost
14. Thank You

Here there could be found all the different uses and variants of the corporate logo in good quality. This
logos and only thislogos are the ones to be used in the communication materials. For further information
and the use of them please read the Corporate Image Manual.

SOEENOO LN
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