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‘U/hatw Canuva?

Canva is a graphic design
platform, used to create social

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 and to educators through an
application process. Accessing Canva is easy
and flexible, providing users with both web
and desktop options.

media graphics, presentations,

arkadelphia (s

Click here to access Canva online.

Click here to download the PC application.

Click here to download the MAC application.

Canva Pro Plans

FREE - Canva for Educators

FREE - Canva for Non-Profits

$119/yr — Canva Pro

$300/yr — Canva Pro Teams (up to 5 users)



https://www.canva.com/design/DAFlEXSVCqE/Kqp-WyC2rOEwoGsKGbLanA/edit?utm_content=DAFlEXSVCqE&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://www.canva.com/download/windows/
https://www.canva.com/download/mac/
https://www.canva.com/education/
https://www.canva.com/canva-for-nonprofits/
https://www.canva.com/pro/
https://www.canva.com/for-teams/
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Canva Free

For people and teams wanting ta design
absolutely anything, from logos and social

§ :

m : more. Tons of free templates, photos and

media content to documents, prints and |

fonts to bring your vision to life.

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’.

Get Canva Free

« YOU can sign up using your Google account, Facebook -
account, or email address. Choose your preferred method. ¢ Create your account
- If you're signing up with an email address, provide the R B s
necessary information, including your name, email, and ) w En e
password. i
« Click on "Sign up" or a similar button to create your account. Julie Smi
« Verify Your Email (if necessary): Email
o If you signed up with an email address, check your email S
for a verification message from Canva. B ceword
o Click the verification link provided in the email to verify
your account.
=2 & or more characters with 8 mix of letters, numbers

| d
B symbois

Get started!

N
arkadelphia\(*»
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© @ dlow to Create a Praoject

| - Click 'Create a design' in the upper right hand corner of the screen. This
SRETtES opens up the drop-down shown.

(@] Presentation

QL Bearct

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

[£] Postcard

| D] Letter - After the blank project opens, click into the text box at the top right hand
corner of the screen to name your project.
& Flyer(5.5x85in)

[ Linkedin Post

snf e
u:.'r.d.f.p.l 2

(O) Instagram Post

Logo

Pos O3 invitation

Facebook i

Facebook Ad

Untitled design - Facebook Post Share

i 2 &>

FacebookApp Ad

Custom size Edit phorto Import POF

Facebook Cover

Farehook Fvent Cover
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dlow to Resize a Praject

« The option to resize your project is only available as an option in Canva Pro. But because it's such an
incredibly useful tool, | 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.

_ ) Instagram Post
. Q Resize Face

Instagram Reels Video

Poster

Custom size Instagram Story

Facebook Cover
Easter Ins.tagram Post

940 @ @788 pX v w

Mewsroom Instagram Post

Instagram Post

=Autumn Instagram Post

Logo
Video

Presentation Resize Copy & resize

B | [ ] | —— TEES.
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How ta &dit a Project
GRAPHICS & LOGO

- 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.

e

File Resize All changes Shared with you

Brand Kit
! B ContentPlanner
‘3 Allyour folders

Upload media

¥ Trash

Record yourself

eRSgnols tosse
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How ta &dit a Project

TEMPLATES

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

- Templates are a great way for you to create a well
designed graphic without needing to put in a lot of « Then simply click on the design you choose to populate it

wWork or research.

to your project.

. To access them, click on the templates tab in the upper left - The individual elements of a template are customizable, so

hand area of the screen.

{ Home File Resize Al chang

I: Q

Templates

Recently used

lets learn how to do that next.

File Resize €5 Allchanges saved Untitled design - Facebook Post

¢ Green and White Charity © Animate
" Foundation Twitter Post

Apply both pages i+

Together We Can
Overcome

= |z= Together We Can
Overcome

A call for donations
for those in need.

The Covid-19 outbreak and subsequent
quarantine of communities has caused many
households to lose their livellhood and Income.
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How ta &dit a Project

ELEM ENTS - Elements in Canva are your shapes, lines and illustrations. Adding

elements is similar to adding a template.

- Click on the 'Elements’ tab, search any topic 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.

A

Q. Try't o O Animate
Backgrouna Howers  Nature

Document Colors

Orion Area Chamber of Commerce

Recently used



http://arkadelphiaalliance.com/

arkadelphia (s

How ta &dit a Project

PHOTOS . Photos in Canva include the images that you've added, and the large
collection of stock images that are available through Canva. To Vo Senattonl [Doncte
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.

Resize All ch

ground  Flowers Nz Ove rco m e

Recently used

; ﬂf A call for donation / ' 9
for those In need. s
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Fow to &dit a Project
EDITING PHOTOS « YOou can set the position of an image (or element, or
. There are many edits to photos you can do in text) by selecting '"Position' and moving it in front of or
Canva and you begin by selecting the image, behind other objects. You can also align it to the
and noting the options at the top of the page. center of the page.

with one click.

Photogenic

= 4

Epic Festive Suq a
@ ey

e @ ¢ @

5" Afterglow Solar Selfie Cali EE
; ol 4 B 4

? G T G =

The blues Mardic Whimsical Retro

9 e

« There are multiple filters that
you can apply for graphic
effect under 'Filter'.

Backgrou nd Remover

U Remove the background of your image

« The Background Remover
| that is available to Canva
;ﬂ " & Pro users is incredibly

Fine | useful and under 'Effects’.

See all

£ls Forward

See all

To front

(e

Align to page

Fll

G|ee £
o

arkadelphia (s

10

Position

Ne --

Effects Filter Adjust Crop Flip (i) O Animate Adjustment

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

saturation, and clarity. To get h e r Saturation

Contrast
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How ta &dit a Project

TEXT « 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 “‘lwvi"’ak Corporate b

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,

Eecent Searches

Click text to add to page color, alignment and others. miller
. Corporate
Add a heading ' "
| arial
€y HK Grotesk Bold g - B84  + J":"«, I U aA
Add a subheading imes

Add a little bit of body text

N Recently used

Online

Togethe

inl 'Y of oy o

Bac !'i;?.-"'-:' und S a I E
Today!
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dlow to Save a Project

« 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.

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

lig

s Download

File type

LOLEl succesTED

Sizo i e—

Transparent background
Compress file (lower quality)

Save download settings

Save time — schedule this design to your social

platforms. Schedule now,

o |

SaeDrint

N\
arkadelphia\(*.»

(+ Recommended .
%
(£ AL S B \
Facebook Download  Share link Schedule
Page 1
Share |
Jo
® v 4
(]
Facebook Twitrer Slack
Group
® CJ C
Pinterest Present Present and
record

il

« There are many additional

options under the

button. These include more
sharing options, and printing

options.

. -Under the download drop-
down, there are options for
many different file types, and

additional options depending

on your needs.

12
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dlow to Nganize in Canuva
-« 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.

Chamber'c -

Presentation {16:9) + Edited 1%

ed 159y @ Home  Templates - Features Learn v
B o
\‘-v“

)

"‘a Recommended for you Fnlders 3

g LA

Create new fn!derk

o5 MICHIGAN UNITED

Document Name

All your designs
| “GENisYs

-

L mmmm ﬁ’-=‘ith ou
| ” [0 Make a copy SFiarad with yoii 08  All your designs iR/
'y of Copy of 2021 WIB Thar
% 19%37in+ Edited 4 days ago B3 Move to folder * >
A Download BranaRE na
TR e R
+81 Share é-‘b Uploads

Content Planner
& Getshareable link

i

T Move to Trash All your folders k

E]' Trash


http://arkadelphiaalliance.com/

N\
arkadelphia (*.

Fow to Create & Use a Brand Kit

. A Brand Kit in Canva is a powerful tool

> - N
that allows you to maintain = (anva
consistency across all your designs by e |
storing and organizing your brand's e
yisual elements in one place. This Brand Kit
includes your brand colors, fonts, ' lohia)
: Brand logos ¢ la
logos, and other design elements. &ses Teams - 8 4 v
After logging into your account, you Hoi%lca %
can access your brand kit from the : () Home
Canva homescreen’s left sidebar, | :
select “Brand.” -'1 Brand coless
Expressive palette w Magic StUdio m
Using a Brand Kit in Canva simplifies . .
the designh process and helps ; .
maintain a consistent and . T Projects ?
professional brand image across all srandfonts
your visual content. It's a valuable Haadinae Tanar RR _/ 1 Templates D
tool for businesses and individuals ’
looking to establish and reinforce e -
their brand identity. Brand ¥ >
22: Apps >

14
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Fow to Create & Use a Brand Kit

- Add Your Brand Colors:

o Click on the "Colors" tab in the
Brand Kit.

- Enter your brand's primary and

. Define Brand Fonts:
o Navigate to the "Fonts" tab.
o Select the fonts that represent

your brand. Canva allows you to
choose both a heading font and a

secondary colors using HEX codes

or choose from the color wheel.

o YOU can also upload your own
fonts if they aren’t included in
Cava.

Brand logos

Brand colors

Brand colors

——

subheading/font pairing.

Brand fonts

Headings, Abril Fatface, 31.5

Subheadings, Trocchi, 18

Body, Anmo, 12

G\_) Upload a font

- Upload Your Logo:
> Go to the "Logos" tab.
o Upload your brand's logos in
various formats (PNG, JPEG, SVG).

Canva will save these for easy
access in your designs.

15
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Fow to Create & Use a Brand Kit

USE YOUR BRAND KIT IN DESIGNS

. In the editor, look for the "Brand Kit" tab on the left
sidebar (palette icon). Here, you'll see your saved
brand colors, fonts, and logos.

Add a heading

- When selecting colors for text, backgrounds, or Add a subheading
elements, use the brand colors from your Brand Kit.
This ensures consistency across designs.

« Apply the fonts you selected in your Brand Kit to
maintain a cohesive look. Canva will display your
chosen fonts in the text tool.

« Drag and drop your logo from the "Brand Kit" tab
onto your design.

. If you create new elements in a design that align
with your brand, you can save them to your Brand
Kit for future use.

g,

Original color of
EET shape

Branft‘acolm
appiied

16
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Chat Gpt & Canua

-« The Canva GPT on Chat GPT allows you to
generate simple graphics using prompts.

- To use the Canva plug-in you must have Chat
GPT 4.0.

« Access ChatGPT and navigate to the plugin
section by clicking “Explore GPT’s.” Search
Canva and open the Canva GPT.

- Be specific with your prompts and you will get
the best results.

- Use relevant keywords in your prompts to align
with your design needs.

. Experiment with different prompts and
templates to explore various design
possibilities.

« You can then open the design on Canva and
edit it further. | would suggest only using this
as a base for your design. Add your own text
and images as needed.

EXAMPLE:

create a poster for Funky Pet's in Arkadelphia, Arkansas. It is a pet store and they are
offering free vaccines with every new pet purchase.

Option1

| ree Vaceines for
Your Lurry [riends!

f
4
"

BN

Option 2

B W
a2

Keep your furry
friend healthy!

Come get your pet
vaccinated for free at our
store. Limited time offer,
don’'t miss it

Protect the ones you love
Get them vaccinated today!

17



Jhank UYou!

PLEASE REACH OUT WITH ANY
ADDITIONAL QUESTIONS!

E’Lyse Thaxton ‘
elyse@arkadelphiaalliance.com . (.
Communications & Marketing Manager arkadelphla &
Arkadelphia Alliance & Area Chamber
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