THEBASICS

A GUIDED EBOOK WITH WALKTHROUGH
INSTRUCTIONS FOR DESIGNING IN CANVA
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ACCOUNT
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GUIDE

A CANVA

Get started with Canva

) Sign up with Google

[§] 5ign up with Facebook

VISIT WWW.CANVA.COM

IN THE TOP RIGHT CORNER SELECT THE PURPLE
SIGN UP BUTTON

CHOOSE FROM THE OPTIONS TO SIGN UP WITH
FACEBOOK, GOOGLE, OR YOUR EMAIL.

IF YOU CHOSE TO SIGN UP WITH FACEBOOK OR
GOOGLE, LOGIN TO YOUR ACCOUNT TO
AUTHORIZE ACCESS.

IF YOU CHOSE TO SIGN UP WITH YOUR EMAIL,
FILL UP THE FIELDS.

CLICK GET STARTED.

SELECT FROM THE OPTIONS ON WHAT YOU'RE
PLANNING TO USE CANVA FOR.

COMPLETE THE ONBOARDING PROCESS.
CONFIRM YOUR ACCOUNT BY CLICKING ON THE

CONFIRM MY ACCOUNT BUTTON FROM AN EMAIL
YOU’'LL RECEIVE.
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LOAD A TEMPLATE
YOU HAVE PURCHASED

MAKE SURE YOU ARE LOGGED IN TO CANVA

IF YOU HAVE PURCHASED A TEMPLATE, OR YOU ARE
CUSTOMIZING A TEMPLATE, CLICK THE LINK TO OPEN.

' - 2 A SCREEN SHOULD BE DISPLAYED PREVIEWING THE TEMPLATE.
j CLICK USE TEMPLATE

. IT WILL OPEN THE TEMPLATE IN CANVA,
YOURNAME READY FOR YOU TO EDIT.
@HANDLE
CHECK OUT THE LINKS BELOW TO

FIND OUT MORE!

Your designs o
v pro llp
YOURNAMY IF YOU CLICK THE HOME SCREEN

IT SHOULD NOW LOAD
Copy of Quick Links Land... UNDER YOUR DESIGNS

P LINK GOES HERE
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TEXT CHEATSHEET

NOTE THE LITTLE CROWN SHOWS

FO NT S E I—ECTIO N ﬂ/ FONTS FOR THE PAID VERSION OF CANVA

Visby DemiBold w
CHOOSE YOUR FONT FROM HERE

FONT SIZE

o ¥ CHOOSE YOUR FONT SIZE FROM HERE

FONT COLOR
CHOOSE YOUR FONT COLOR FROM HERE

B I U FONT STYLE
BOLD, ITALICIZE OR UNDERLINE YOUR TEXT

CASE SETTING
TURN ON UPPER CASE TO AUTO CAPITALIZE ALL SELECTED TEXT

FONT ALIGNMENT
CHOOSE FROM LEFT, MIDDLE, RIGHT OR JUSTIFIED ALIGNMENT

DOT POINTS
CHOOSE FROM NONE, DOTS OR NUMBERS

LETTER SPACING + LINE HEIGHT
ADJUST THE SPACE BETWEEN LETTERS AND LINES

FONT EFFECTS
SPECIAL EFFECTS LIKE CURVED TEXT

Effects
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PHOTOS

HOW TO UPLOAD YOUR OWN PHOTOS

Upload media UPLOADING YOUR OWN IMAGES TO CANVA IS EASY.

Uploads

Images Videas ON THE RIGHT HAND TOOLBAR CLICK UPLOAD.
THEN SELECT 'UPLOAD MEDIA'.
LOCATE THE FILE ON YOUR COMPUTER AND UPLOAD IT.

CLICK THE NEWLY UPLOADED PHOTO TO ADD TO YOUR
DOCUMENT.

pro up

CANVA HAS AN INCREDIBLE LIBRARY
OF FREE + PAID PHOTOS. YOU CAN
ACCESS THESE VIA THE PHOTOS TAB.

Photos

IF YOU ARE ON DESKTOP, SIMPLY DRAG A PHOTO ONTO YOUR CANVA CREATION AND
THE PHOTO WILL BEGIN LOADING INTO YOUR UPLOADS
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GRIDS AND FRAMES

GRIDS AND FRAMES ARE AN AMAZING TOOL WHICH
HELP YOU TO NEATLY LAY OUT PHOTOS. WHEN
PLACED IN YOUR DOCUMENT THEY WILL INITIALLY
LOOK LIKE THIS:

|

i, o

DRAG AND DROP PHOTOS TO TRANSFORM YOUR
GRID TO SOMETHING LIKE THIS!

Where to find them?

GRIDS
GO TO THE RIGHT TOOLBAR, SELECT ELEMENTS
AND SCROLL DOWN TO FIND 'GRIDS'

FRAMES
GO TO THE RIGHT TOOLBAR, SELECT ELEMENTS
AND SCROLL DOWN TO FIND 'FRAMES'

pro tp

ADJUST THE SPACING ON

YOUR GRID BY CLICKING THE GRID AND
THEN CLICKING SPACING FROM THE TOP
TOOLBAR

Spacing

Grid spacing ~ 10

£ aen A ve A

I L
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ELEMENTS

CANVA COMES STOCKED WITH A HUGE NUMBER OF

o
FREE AND PAID ELEMENTS. Q) shadow X =

All Graphics Photos Videos

ELEMENTS CAN BE FOUND IN THE

g% RIGHT HAND TOOLBAR. USE THE Blasnands

SEARCH BAR TO FIND ELEMENTS IN
THE THEME YOU NEED.

Elements

NOTE THE LITTLE CROWN WHEN YOU HOVER OVER
AN ELEMENT. IT INDICATES WHEN THE PRO / PAID
VERSION OF CANVA IS REQUIRED TO ACCESS

E

pro up

A LOT OF ELEMENTS ARE IN VECTOR FORMAT, WHICH
MEANS YOU CAN EASILY ADJUST THE COLORS.
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STYLES

[:B Q Search styles

Design

CANVA COMES STOCKED WITH A HUGE NUMBER OF Templates
COLOR PALETTES, FONT SETS, IMAGE PALETTES & gl —

COMBINATIONS TO FIT YOUR BRAND!

Color palettes See all
STYLES CAN BE FOUND IN THE RIGHT HAND TOOLBAR
I:H UNDER DESIGNS. YOU WILL SEE TEMPLATES & 'STYLES".
USE THE SEARCH BAR TO FIND STYLES IN THE THEME YOU
NEED OR BROWSE THOSE AVAILABLE.

Font sets See all

. Jact
r O tl Martel He Barlow Thin  Suranna
ASSISTANT REGL AILERON REGUI SURANNA
. Agi 7 Alloron Regular

AFTER CLICKING ON A STYLE, LOOK TOWARDS THE
BOTTOM OF THAT SECTION, THERE WILL BE A PURPLE

'"APPLY TO ALL PAGES' OPTION TO APPLY THAT STYLE Image palettes Seeall
TO ALL THE PAGES OF YOUR DESIGN. g

Apply to all pages

Combinations See all

DON'T LIKE THE COLOR COMBO? CLICK THE SHUFFLE v v ‘

BUTTON OVERTOP OF THE STYLE YOU CHOSE AND WATCH

YOUR DESIGN TRANSFORM AGAIN AND AGAIN. ABYS Arbutus Sl: Bodomi FLI >
SHUFFLE UNTIL YOU FIND THE PERFECT COMBO. Josefin Sans Bol  Barlow Bold
Josefin Sans Regulor Arbutus Slab
is his
(vl il ol
: NEW POST

& \§: Apply to all pages
LS

NEW POST
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TRANSPARENCY

TRANSPARENCY AFFECTS HOW SEE THROUGH
SOMETHING IS, AND CAN BE APPLIED TO IMAGES,
ELEMENTS, TEXT AND SOLID SHAPES.

HOW TO ADJUST TRANSPARENCY

CLICK THE ITEM YOU WOULD LIKE TO
UNLOCK.

A MENU WILL APPEAR IN THE TOP RIGHT OF
THE SCREEN.

CLICK THE SMALL, CHESS PATTERN ICON.

Position

A SLIDER WILL APPEAR, SLIDE UP AND DOWN
FOR THE REQUIRED EFFECT.

Position

T =

Transparency

Q 100

A A A YN

o

TRANSPARENCY AT 100%

TRANSPARENCY AT 30%

pro tp

WHEN TEXT IS PLACED OVER AN IMAGE,
USE TRANSPARENCY TO IMPROVE
LEGIBILITY.
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LOCKING ELEMENTS

Position ? : (3] \lfa/Eh @

pro up

YOU CAN ALSO LOCK MULTIPLE
THINGS AT ONCE BY HOLDING SHIFT,
DRAGGING YOUR MOUSE ACROSS
THE ITEMS AND THEN CLICKING

THE LOCK BUTTON

LOCKING ELEMENTS IS A GREAT WAY TO
KEEP YOUR DOCUMENT ORGANIZED,
ESPECIALLY IF YOU ARE BRINGING THINGS
LIKE BACKGROUNDS AND LAYERED IMAGES
INTO PLAY.

TO LOCK SOMETHING

CLICK THE ITEM YOU WOULD LIKE TO LOCK.

A MENU WILL APPEAR IN THE TOP RIGHT OF
THE SCREEN.

CLICK THE SMALL LOCK ICON.

TO UNLOCK SOMETHING

CLICK THE ITEM YOU WOULD LIKE TO
UNLOCK.

A MENU WILL APPEAR IN THE TOP RIGHT OF
THE SCREEN.

CLICK THE SMALL LOCK ICON.
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CLONE AND ADD PAGES

s . LI v : SLICT '\
CANVA HAS THE AMAZING CAPABILITY TO RN r L r SR r
ADD MULTIPLE PAGES. YOU CAN DO THIS o 1o meanke: @ Canvi Acooant Ll 3 vemmpalane Tewr Clw
FROM THE CLONE AND ADD PAGES MENU. L,, [ p—— ¥ou have purchascd

pro tp

CANVA NOW SUPPORTS A HUGE
100+ PAGES PER DOCUMENT

YOU CAN ACCESS THE CLONE AND ADD PAGES MENU FROM
P ~ v b @ &
DIRECTLY ABOVE YOUR TEMPLATES TOP RIGHT CORNER.

DUPLICATE PAGE
MAKES AN EXACT COPY OF YOUR CURRENT PAGE

DELETE PAGE
DELETES YOUR CURRENT PAGE

ADD PAGE
CREATES A NEW, BLANK PAGE

Eﬁﬂ
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GRID VIEW ALLOWS YOU TO LOOK AT MULTIPLE PAGES
IN YOUR DOCUMENT AT ONCE. IT'S FANTASTIC FOR

THINGS LIKE EBOOKS AND LARGER MULTI-PAGED FILES.

TO ACCESS GRID VIEW LOOK
TO THE BOTTOM RIGHT
CORNER OF THE SCREEN AND
CLICK THE PAGE ICON.

101%

GRID VIEW APPEARS LIKE THIS:

CONTENTS g GETTING STARTED

pro tp

TO REARRANGE PAGES, DRAG AND
DROP THEM INTO A NEW ORDER.

TO GO BACK TO PAGE VIEW, CLICK ON
THE GRID BUTTON AGAIN

12 13 14
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ANIMATIONS

WANT TO GRAB YOUR AUDIENCES ATTENTION?
ANYTHING CAN BECOME AN ANIMATION. CANVA HAS A
BUNCH OF FUN EYE-CATCHING ANIMATIONS TO
CHOOSE FROM. MAKE YOUR IMAGE COME TO LIFE!

,// \\
Page Animations / © Animate
(
Combinations Page 5 - Add pag.. ~ [2, @ m (4
+
+ T CJ
[2a) N [2a]
Ahr Abc Ahr

Simple Sleek Fur

AL

o

- o

L B -
AbC Abl Ahr

Party Disco Corporate

EDIT THE TIMING TO MAKE YOUR

VIDEO LONGER OR SHORTER AS
NEEDED

?Jl‘“ﬂ[—q

Abc Abc

NUNLOLON N

% s

AL

Rise Pan Fade

@ Tectonic @ 13.5s

- 2

~ g ~
Abc Abi . Abc

+ Add page
Pop Wipe Breathe

TO ACCESS PAGE ANIMATIONS, LOOK TO THE TOP LEFT
CORNER OF THE DESIGN SCREEN AND CLICK THE ANIMATE
ICON.

A.L

Ag.—A

GEC/Er) E

B
E
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CANVA HAS AN AUTOSAVE FEATURE, ANY DESIGN YOU
ARE CURRENTLY WORKING ON IS AUTOSAVING AS YOU
WORK.

READY TO EXPORT/SHARE? LOOK FOR THE SHARE
BUTTON IN THE TOP RIGHT HAND CORNER TO EXPORT
YOUR DESIGN.

BS &8

Share this design

Add people, groups, or teams

(6s I

Link sharing restricted

’/‘0 tl'p (8 Only you can access v
p Copy link
| RECOMMEND SAVING IMAGES AS PNG OR JPEG FILES. IF
YOU'RE PLANNING ON POSTING TO YOUR SOCIALS,
SAVING AT A SMALLER SIZE BUT HIGHER QUALITY IMAGE
IS PERFECTLY FINE! E 0 @ S
Schedule Facebook Page Facebook View-only link
CANVA WILL USUALLY 'SUGGEST' HOW TO SAVE YOUR Group
IMAGES/VIDEOS AND THIS IS TYPICALLY A GOOD
STARTING POINT.
A Download >
FOR PRINTING, WE RECOMMEND SAVING AT THE
HIGHEST SIZE & HIGHEST QUALITY. E Share on social >
*SOME SAVING FEATURES MAY BE PRO OPTIONS. Q Print your design P
¢ Download
ownloac . More >
File type
| @ NG ~
- d ¢ Share on social
JPG ' T
] il \ Q, How would you like to publish
(el succesTen
E Best for complex images, illustrations v a ﬁ e fbj
B F:‘DITIStandard ) Schedule Facebook Page Facebook Instagram °
Best for documen Groiib nuS tl
B PDF Print O
Best for printing - @) @
'i & SV *x*DON'T FORGET TO PROOFREAD &
] Twitter TikTok Facebook Story Pinterast DOUBLE CHECK YOUR DESIGNS
i BEFORE SAVING
i B it @ @ t
GIF Linkedin Profile  Linkedin Page Tumblr
\ Short clip, no sound
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MERGING TEMPLATES

PLEASE NOTE THAT 'FOLDERS' WHICH ALLOWS YOU TO MERGE TWO TEMPLATES IS A PRO ADD
ON, BUT IS AN AMAZING TOOL SO WE WANTED TO INCLUDE IT WITH OUR GUIDE

All changes saved

M © ami

i o
1l ney sl
HE T TEETR T

TO INSERT A DESIGN, FIRST ADD A NEW PAGE IN
YOUR DOCUMENT.

ACCESS FOLDERS SELECT 'FOLDERS' FROM THE
RIGHT HAND TOOLBAR.

=

Folders

THEN SELECT 'ALL YOUR DESIGNS' - THIS IS
SHOW ALL OTHER CURRENT DESIGNS IN YOUR
ACCOUNT.

B Auyour designs

THEN CLICK ON THE THUMBNAIL OF THE
DOCUMENT YOU WOULD LIKE TO INSERT - THIS
WORKS VERY SIMILARLY TO INSERTING A
PHOTO.

pro tp

THE FILE YOU ARE INSERTING WILL
AUTOMATICALLY RESIZE TO THE
DIMENSIONS OF YOUR CURRENT DOCUMENT.
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CREATING YOUR BRAND PRO

PLEASE NOTE THAT 'STYLES' WHICH ALLOWS YOU TO CREATE YOUR BRAND COLORS & STYLES IS
A PRO ADD ON, BUT IS AN AMAZING TOOL SO WE WANTED TO INCLUDE IT WITH OUR GUIDE

TO CREATE YOUR BRAND, YOU MUST GO YOUR
(A) Home HOMEPAGE ON CANVA. 'BRAND' IS LOCATED IN
THE TOOLS SECTION.

EB Templates CREATE YOUR BRAND BY CLICKING 'ADD NEW'
Brand @

Tools

‘cé’ Canva Pro

ADD YOUR BRAND LOGO, COLORS & FONTS

N .
Brand BEACHY
~ Brand logos (0) + Addnow
) Content Planner :
~ Brand colors (7) + add new ~ Brand fonts + Addnew
. ' . i Te l Uploaded font:
sse  Dijscover apps T
Headings. Dream Avenu...»
+ Subheadings. TAN Mon Cher, 14 s
& Smartmockups

Body, Poppins, 12 4

pro tip

YOU CAN SELECT YOUR BRAND KIT WHILE
WORKING ON DESIGNS TO EASILY APPLY YOUR
BRAND COLORS & FONTS TO ALL DESIGNS,
MAKING THEM SPECIFIC TO YOU!
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REMOVING BACKGROUND (PRO |

PLEASE NOTE THAT 'BACKGROUND REMOVER' WHICH ALLOWS YOU TO REMOVE THE

BACKGROUND OF AN IMAGE IS A PRO ADD ON, BUT IS AN AMAZING TOOL SO WE WANTED TO
INCLUDE IT WITH OUR GUIDE

Edit image TO REMOVE YOUR BACKGROUND, ADD YOUR
IMAGE, CLICK ON "EDIT IMAGE" IN THE TOP LEFT
Q, search effects CORNER, THEN FIND THE BACKGROUND
REMOVER.

Recently used

o
®

Adjust Filters Photogenic

. .~ Background Remover /
“ Remove the background of your image

with one click.

Adjust See all
. REFINE YOUR BACKGROUND REMOVAL IF
Brightness 0 NEEDED.
Contrast 0 < Background Remover
Saturation 0

Select a Brush

& @

p rO tip Erase Restore

THIS IS A GREAT TOOL FOR PERSONALIZING YOUR
GRAPHICS, ADDING IN PRODUCTS, AND SO MUCH
MORE!




