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Create a Canva account
• Go to Canva.com in your browser.  Sign up to create your personal account. 
• Every time you work in Canva, log in with your account. 



Getting to know what you can do in Canva
Decide what you want to do:  Facebook post, Presentation, Instagram post, Business card…

By writing your design in 
search bar Facebook post

By choosing from 
design options

OR
Choose from variety 
of templates 



Creating your design from scratch…
• Type the theme of your post on the search bar, write up to 5 words using + between them
• A whole lot of templates will appear underneath your search selection



Click on your favorite template and it will show automatically
You can always go back using the back button, choose another template over and over… 



Side bar menu
• Every icon is customizable
• Everything you can click on, and drag and drop 

Elements- choose from shapes, moving stickers,
charts, icons, logos… 

Text- headings, styles, fonts, additional texts

Uploads- upload photos, videos, charts from
your computer, Cloud, Drive…

Projects- projects shared to you, organize your
Projects, create folders



Customize your design by changing every object in template
Click on the object and start your creativity going…

Choose your favorite font, text size, colors, add effects, animations, position any object



Enhance your design…
Add elements, pictures, shapes, change colors, add text…

If you choose an item with this symbol
you’ll need the Pro version to use it properly….



Use the upload icon to add videos, photos, 
charts from your computer



Saving and sharing your design
Include the 
emails
of people you 
want to see or 
edit your job

Download your project, share it directly in your social media and print it!


