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W H A T  W E
W I L L  T A L K
A B O U T

H O W  T O  C R E A T E  A N  A C C O U N T
Create a free account, and apply for a free
upgrade to Pro for a 501(c)3 organization.

H O W  T O  C R E A T E  A  P R O J E C T
Select the proper size and type, and resize.

H O W  T O  E D I T  A  P R O J E C T
Upload images/logos, use templates,
elements, photos and text.

H O W  T O  S A V E  A  P R O J E C T

H O W  T O  O R G A N I Z E  I N  C A N V A

Save a project, share a project, selecting
the proper file type for download, or print.

How to utilize the folder options in Canva to
keep your projects organized.
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Canva is a graphic design platform, used to create social media
graphics, presentations, posters, documents and other visual content.
The web app includes templates for subscribers to use. The platform is
free to use and offers paid subscriptions like Canva Pro for additional
functionality. Canva Pro is available at no cost to 501(c)3 organizations
through an application process.

What is Canva?
G R A P H I C  D E S I G N  M A D E  E A S Y



H O W  T O  C R E A T E  A N  A C C O U N TH O W  T O  C R E A T E  A N  A C C O U N T
Creating an account is very simple. You go to canva.com, click 'Sign Up' in the top right
corner of the screen, or scroll down to the button that says 'Get Canva Free'.

Choose a way to sign up, I recommend 'Sign Up With Email'

Follow the directions for entering your Name, Email, and for creating a secure
password.
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A P P L Y  F O R  A  N O N P R O F I T  A C C O U N TA P P L Y  F O R  A  N O N P R O F I T  A C C O U N T
Applying for a nonprofit account allows you all of
the benefits of a Canva Pro account at no cost.

To apply, you'll go to canva.com/canva-for-
nonprofits and click 'Apply now'

You'll then be able to click a 'Get verified now'
button, after which you'll need to provide
documentation of your 501(c)3 status.

Approval takes 7-10 days.
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H O W  T O  C R E A T E  A  P R O J E C TH O W  T O  C R E A T E  A  P R O J E C T
Click 'Create a design' in the upper right hand
corner of the screen. This opens up the drop-
down shown.

You can search for the type of graphic that you
want to make to ensure that you get the
appropriate size. If you want a custom size,
there's an option for 'Custom size' at the bottom.

After the blank project opens, click into the text
box at the top right hand corner of the screen to
name your project.
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H O W  T O  R E S I Z E  A  P R O J E C TH O W  T O  R E S I Z E  A  P R O J E C T
The option to resize your project is only available as
an option in Canva Pro. But because it's such an
incredibly useful tool, I wanted to be sure to include
it.

In the upper toolbar of Canva, you'll click the
'Resize' button. This will bring up a search box,
custom size input boxes, and a list of common sizes. 

After you select the size that you want, you can click
resize at the bottom to change the project you're in,
or (usually a better option) click 'Copy & resize' to
create another copy of your current project with the
new dimensions, so that your original isn't changed.
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U P L O A D I N G  Y O U R  L O G OU P L O A D I N G  Y O U R  L O G O
There are two options for uploading your logo and any other images and
graphics that you'll need.

If you're in a design, simply click on the Uploads tab and then click on
Upload media. You can then select any and all images that you want to
upload from your computer.

You can also upload from the Canva home screen by clicking on the All your
folders tab, clicking on the Uploads folder, then clicking the Upload button in
the top right corner of the page.
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U S I N G  T H E  P R O V I D E D  T E M P L A T E SU S I N G  T H E  P R O V I D E D  T E M P L A T E S
Templates are a great way for you to create a well designed graphic without
needing to put in a lot of work or research.

To access them, click on the templates tab in the upper left hand area of the
screen.

You can click in the 'Search templates' box to see if there is a template that
suits the post you're making.

Then simply click on the design you choose to populate it to your project.

The individual elements of a template are customizable, so lets learn how to 
do that next.
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U S I N G  E L E M E N T S  I N  Y O U R  P R O J E C TU S I N G  E L E M E N T S  I N  Y O U R  P R O J E C T

Elements in Canva are your shapes, lines and
illustrations. Adding elements is similar to adding a
template. Click on the 'Elements' tab, and click on
the element that you want and it will populate into
your design. There is also a search function that will
allow you to find exactly what you want. At this point
you can move, resize and rotate the element using
the handles that appear when you click on it.

Further editing elements is generally going to be
about editing the colors, line weight and cropping.
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U S I N G  P H O T O S  I N  Y O U R  P R O J E C TU S I N G  P H O T O S  I N  Y O U R  P R O J E C T
Photos in Canva include the images that you've
added, and the large collection of stock images
that are available through Canva. To access your
own, go to the Uploads tab, and to access stock
images, go to the Photos tab.

Both of these tabs offer search functions. You'll
search file names for your own, or content keywords
for stock images.

To insert an image into your design, you only need to
click on it and it will appear. You can resize and
crop in a similar way to other elements.
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E D I T I N G  P H O T O S  I N  Y O U R  P R O J E C TE D I T I N G  P H O T O S  I N  Y O U R  P R O J E C T
There are many edits to photos you can do in Canva and you begin by selecting the
image, and noting the options at the top of the page.03

There are multiple filters that
you can apply for graphic

effect under 'Filter'.

You can set the position of an image (or element, or text) by selecting 'Position' and moving
it in front of or behind other objects. You can also align it to the center of the page.

The Background
Remover that is

available to 
Canva Pro users is

incredibly useful and
under 'Effects'.

You can make adjustments to
the image in a much more
detailed way under 'Adjust'. This
includes brightness, contrast,
saturation, and clarity.



U S I N G  T E X T  I N  Y O U R  P R O J E C TU S I N G  T E X T  I N  Y O U R  P R O J E C T

Using text in Canva will be an essential
aspect of creating designs for any business.
They offer a wide array of pre-designed
typographic templates that you can look
through and select from. You can also use
the text editing menu along the top of the
screen to customize your text via font, size,
color, alignment and others.
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H O W  T O  S A V E  A  P R O J E C TH O W  T O  S A V E  A  P R O J E C T
Your working, editable project is automatically saved in Canva when you create
it, however, you have the options of sharing it, downloading it as different file
types or various other options depending on the project.04

Under the 'Share' button, you
have the option to share a link.

You can link your Facebook
page to post your images
directly to Facebook from
Canva.

Under the
download drop-
down, there are

options for many
different file types,

and additional
options depending

on your needs.

There are many additional
options under the '•••' button.
These include more sharing
options, and printing options.



H O W  T O  O R G A N I Z E  I N  C A N V AH O W  T O  O R G A N I Z E  I N  C A N V A05 We highly recommend taking the time to organize your files into folders in Canva
from the beginning. It will make everything so much easier down the line. 

On your Canva home screen, click on the 'All your folders' tab to access them. You
can create new folders by clicking the 'Create new folder' button at the top right
hand corner of the screen.

Files can be moved to different folder by clicking on the  '•••' button by them and
selecting 'Move to folder' and selecting the folder you'd like to move it to.



The incredible functionality that Canva
offers at no cost makes it an essential
service for every non profit organization.

F O R  E V E R Y  N O N - P R O F I T
Canva is Essential




