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Canva is a popular and free browser-based program for creating graphical elements.

Getting Started: Go to address: https://www.canva.com and register with your Facebook or Google
Account. Once registered, Canva asks you to choose a role in order to provide suitable templates and
styles for you.

r .

Welcome to Canva!

Can you tell us what you'll be using Canva for? We'll use this to recommend design types and templates especially for you.

& & ®

Teacher Student Personal
You're here to empower your students You're here to impress your teachers and You're here to make anything and
classmates everything

Small Business Large company Non-profit or Charity
You're here to design your brand from the You're here to scale your brand and keep You're here to design for the greater good
ground up it consistent

You will receive a confirmation message in your email by clicking the link in the message to verify that
you are the user of the address you have provided.
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Please confirm your email
I} 14.02
't
Thanks for signing up to Canva! To set up your account, please
confirm your email address by clicking the button below.
1346
L
Confirm my email —
t 1146
ki
Button not working? Try using this link:
| 11.43
H
utm_source=server ium=email&utm cam
y 11.23

On the next screen, you can add other users to your team. Team members can handle all the stored

material and create new ones.
I S

Invite your team and skip >
collaborate on designs

Set up a free team and discover features

to help you save time and get things done. r
Ca 5
C) Import Google Contacts <,‘
@5 Import Outlook Contacts
Benefits of teams

«/ Access your team's shared designs from one place, whenever needed
+/ Keep your branding consistent with shared colour combinations and fonts

+/ Provide feedback on designs directly—no more emailing back and forth

Send free invites
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Choose the type of element you want: are you making a poster, a logo, a Facebook post...?

Start your first design S

Pick your first design. You'll always be able to design anything, anytime.

Popular for non-profit organisations

: VINTAGE + MODERN
sale | MIX& MATCH

; 4 o rad
spring ! \
season H ] kid |
Instagram Post Facebook Post Poster Social Media Facebook Cover Logo

Social Media

Facebook post is now selected. On the right side of the page you will find additional instructions if
necessary.

|
[=h

Q Facebook Post

19, 242015 | 10AM. Pu

YARD < Create your first design
8AKE SALE SALE

Tutorial: Create your first
design

» .8

HAPPY
HALLOWEEN!

Welcome to Canva! To start designing:

1. Choose a template.

2.

3. Rep
your own message.

the existing text or add

4. Download or print your design by
clicking on Publish or Download.
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Choose the layout you want.

Q Facebook Post

YEARS |,

Up to 50% off on selected merchandise,
while stocks last.

Happy
Valentine's Day!

Make the changes you want, for example: click on the text section of the element, paint the item to
be changed, and you can change the font, size, color, effects, alignment etc.

Q, Facebook Post AdBhashitha v 8 v A B I = aA iZ spacng e Ungroup Copy Position i
acebook Pos

YARD
BAKE SALE SALE

YOU COMPANY

Your text here

®

+Add a new page
A6 22 .2 a
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Click Background on the left, and you can change the background image or color. Remember that the
background should be calm so that the readability of the text does not suffer.

Filter ~ Adjust Crop Flip

Select Photos from the left and you can add a new image to the element (you can delete the old one
by clicking delete). With top options, you can add filters, adjust image values, crop, or rotate images.

Filter ~Adjust Crop Flip Copy Position i

0 ©

YOU COMPANY

'Eat&

Enjoy
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Now you can publish the completed element on your preferred social media channel, or you can print
or download it to your computer.
There are countless ready-made publishing features on Canvas for different channels and platforms.

Savvy Spring Sale! W Upgrade N /" Publish to Facebook

v/ Done X Cancel Q How would you like to publish?

™ Facebook Page

1 Download

22 Facebook Group
W Twitter

@ Pinterest

% Slack

t Tumblr

@ Presentation

B4 Email

All the elements you make are saved in the My designs section of the Canva homepage.
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Charts

Chart is an effective graphical way to present information. In Canvas, making a chart begins in the
same way as other graphic elements. First select Create a document and choose the appropriate
template. There is no template for the charts, and in this example we use the letterhead from the
Documents / Letterhead group.

Home

Documents

All your designs “e
Annual Report T L GEOR|
2019 S | SYFW

Photos

Brand Kit

Design School MASTERING THE
ART OF SELLING

Presentation A4 Document Letter Letterhead

Create a team

B3 Folders

+82 Shared with you

Gb Uploads

@ Trash Personal

.

® . “d
s
" 2
linorade m-. . NG

and more precisely, Charity Letterhead:
() Home File W Resize A4 - Untitled W Upgrade Share N2 [E] Print Letterh

(B Q Letterhead

Templates

0o THE WISLOW
NENCAL CENTER FOONDATIN
- LL SMILES R ———
1 UGH

B1J0U DESIGNS
& SOLUTIONS INC.
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Remove unnecessary elements. Click the elements you want to delete and press the trash symbol or
delete key. In this case, we make an empty base and remove the other elements, except one text
element, from which we make the headline.

@ Home File W Resize L5 Testikaaviot W Upgrade Share N [3 Print Letterheads v

8.8 A = i= spac c
(B Q Letterhead X ¥ v A B I aA pacing opy [
Templates

Artist Letterhead

@ Home File W Resize = Testikaaviot W Upgrade Share 2 B Print Letterheads

Headline

Elements
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There are five different charts
available, and each has three
color options:

e two bar charts
(vertical and
horizontal)

e aline chart

e two different circular
charts

In this exercise, we'll look at
the bar chart.

Drag the desired bar chart and
drop it to the template.
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The chart settings will open and you can see the chart values.

@ Home File W Resize \72) (@ Testikaaviot W Upgrade Share L E Print Letterheads

all Bar chart ~ Edit . 16.8 v ‘A‘__ B I Copy Position %

Item 1 10
@ ©
Item 2 20
Item 3 30 Headline
Item 4 40

(D - . A

Each bar may consist of several values and the bar is formed by the sum of these values. The first bar
(Item 1) line has values of 10, 20 and 10, whereby the value (and height) of the bar is 40.
You'll get new bars by clicking on an empty box under the names of the last bars.

@ Print Letterhead

@ Home File W Resize S Testikaaviot W Upgrade Share N

alL Barchart v Edit .. . 16.8 v A«_ B I Copy Position E: (<

Item 1 10 20 10 -
O £

Item 2 20 20

Item 3 30 Headline

Item 4 40

Item 5

Item 6
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One of Canva's handy features is the ability to import values by copying and pasting for example from
Excel.

Here is a simple example table

= S Sl created in Excel.
A B ¢ D E
1 |Example 1 10 10 40 10 In Excel, select the values you
2 |Example 2 20 want and copy them to the
3 |Example 3 clipboard.
4 |Example 4 50
5 |Example 5 30
6
7
8
9
10

Paste the copied values in Canvas into the Paste data from Spreadsheet box and Canva draws a graph
based on the data.

@ Home File W Resize o) Testikaaviot W Upgrade

all Barchart

Examp 10 10 40 10
Page 2 D -~ 0 w
Examp 20
Examp
Examp 50
Examp/ 30

Example 1 Example 2 Examole 3 Example 4 Example &

Q

+ Add a new page
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You can also publish the ready-made chart to your preferred social media channel and later you can
find it in the My Designs homepage.

Canva is a comprehensive tool for producing and managing visual elements. With the same tool, you
can produce images and elements for social media publications and, for example, design your
printable flyers. Your file will remain in Canvas at one place, where you will also find your own visual
guidelines (Brand Kit) if necessary.

Learn about Canvas and all its features with video tutorials (tutorials can be found in Design School).




ON CALL

Lay Community Health Advisors

Future In
Perspective

INNEO ||

(Y HUBKARELIA

Co-funded by the
Erasmus+ Programme
of the European Union

The European Commission support for the production of this publication does not constitute an endorsement of the contents
which reflects the views only of the authors, and the Commission cannot be held responsible for any use which may be made
of the information contained therein.

Project Number: 2018-1-UK01-KA204-048095



