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A QUICK HELLO

)l eem

You're about to get your C.R.A.P. together,
in the best way possible.

This guide is your roadmap to creative clarity. It is packed
with practical steps, design hacks, and insider tips to help
you craft visuals that look smart, purposeful, and uniquely
you.

Whether you're designing your first project or refining your
next masterpiece, please take a deep breath, grab your
mouse, and let’'s make some Canva magic happen!

P.S.Don’tjust read it...use it!

There are pages that give you space to get your creative
juices flowing or jot down a quick “Remember Me” to
capture your “aha!” moments along the way.

By the time you're done, this guide will be more than a
resource, it'll be your personalized design journal.






THE BREAKDOWN

YOUR NO-FLUFF GUIDE

01] Getting Started with Canva

o Creating an account

o A practical overview of Canva’s key features and workspace.
o The Canva Editor

o A Quick Tour of Canva’s Top Menu

o A Quick Tour of Canva'’s Side Menu

o Using and Customizing Templates

o Using Search and Personalizing the Editor

o Using and Editing Elements

o Uploading and Using Media

o Saving and Organizing Documents

02| C.R.A.P. Design Principles (Quick Guide)

Essential design rules: Contrast, Repetition, Alignment, and

Proximity - simplified for real results.

03 | Canva Keyboard Hacks

Smart shortcuts to speed up your workflow and design

efficiently.

04 | Canva Presentation Features

Presenter Mode Hacks

Design smarter. Work faster. Create better.
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ACCOUNT SETUP

CREATING AN ACCOUNT & LOGIN

Follow these quick steps to get started with Canva.

Step 1: Visit Canva

¢ Go to www.canva.com/ www.canva.ch (if you are in China)
or download the Canva app from your device's app store.

e If you're in Ching, the website may redirect to a localized
version; that's normal.

e You can also access Canva through a VPN or the mobile app
if needed. (for the international version)

Step 2: Create an Account

 Click “Sign Up"” on the homepage. You'll see several sign-up
options:
a.Email: Enter your email address and create a password.
b.Google or Facebook: Click to link your account for fast
access.
c.WeChat: In Ching, you can sign up or log in directly with
your WeChat account for quicker access.

Tip: If you're an educator, Canva for Education is free. Sign up
using your school email address to unlock premium features and
collaborative tools.

Step 3: Login

* If you already have a Canva account, click “Log In” and
enter your details.

* You can also choose “Continue with WeChat” or your linked
Google/Facebook account for quicker access.






Key Features
and
Workspace






PRACTICAL OVERVIEW

KEY FEATURES AND WORKSPACE

Once you've logged in, you'll land on Canva’s main page. Don't
worry if it looks busy; everything is laid out to help you start
designing fast.

Everything you create
in Canva is
saved automatically This is where you'l canva uses
under Your Designs. find thousands of Al-powered tools
You can come back ready-to-use called Magic Tools.
any time to edit, designs. to make de&gmng
download. or share Need a poster, a faster and easier.
your work. social media post, or | | These tOO[S can help
Think of this space as a presentation? you write text,
your personal Canva has it all. remove image
design shelf. Pick a template you backgrounds,
it keeps all your like and change the suggestlayouts, or
creations in one text, colors, and even create full
olace. pictures to make it designs froma
your own. short prompt.

L\

Step\nto a world of learning -

( B Your designs )|| (B Templates ¥ Canva Al

E———

(_'l Search designs, folders and uploads =

l

This is your shortcut to finding anything you need.
Type in what you're looking for, like poster, lesson plan, or birthday
invitation. Canva will show you matching templates, images, elements,
and fonts. (Even lessonplans, worksheets or PPTs)







PRACTICAL OVERVIEW

TOP MENU
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:, Education
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Create lessons,
worksheets, and

classroom visuals
in minutes.

%, Whiteboard

Brainstorm ideas
and collaborate
with your teamin
real time.

% Photo editor
AT

Adjust, crop, or
enhance your

imagesin
seconds.

H
:, Website
ten

Build simple,
one-page
websites or digital
portfolios.

Whiteboard  Presentation  Socialmedia  Photo editor Viden

Build simple
spreadsheets or

quick data charts.

% Presentation
A

Design slides that
look sharp and
professional fast.

Edit and create
videos with text,
music, and
effects.

&

Custom size

Start a blank
design with the
exact dimensions
you need.

Website Custom size Upload More

Write, edit, and
design clean,
shareable
documents.

:"Social media

Make posts,
stories, and
banners that
stand out online.

Prepare posters,
flyers, or cards
ready for printing.

&

Upload

Bring in your own
images, videos, or
logos to usein
your design.



PRACTICAL OVERVIEW

TOP MENU
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Education Sheet Doc Video Print Website Custom size Upload More

Explore extra tools
and templates as

you grow your
skills.
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Poster (Portrse 3:41 ‘Warkahaet (Portrainy Card iSopared Certificate Landscaps! s
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PRACTICAL OVERVIEW

THE TOP NAVIGATION BAR

= [ Fle| wResze  Editing~ ©
/% R Edit your .file directly on
sacgron Canva without leaving

@ Upload files

The Editor Interfase

5 MIDT - Amy, - Booklet » By LIEZL = 5.5in x 8.5in

Bulk creat

{8 settings >
Wl @ Accessibility > b Editing v S @ | &
Charts
. & save All changes saved Vi Editing v
Y
@ Make changes
Alvoice 3 Move
Commenting
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Soundraw \J/ Download
- Viewin,
= ) ® e
€Y Version history ® Read-only
Magic Morp

@ Move to Trash

Image Blen. Find and replace
meeesen P CreF
text

R p— Edit mode gives you the

B O Suggestmprovement power as a creator or visitor
O P Aeport design to leave comments, edit or
- just view

Tracer

Ww Resize S & Q)

= File W Resize 7 Editing v S &

49 Q Search resize options
Aude Changes saved
v Suggested Secall & Last saved: Just now
%
Background Banner (Portrait)
0 36x72
@ “ Open version histof
) Presentation (16:9) P v
Bulk 1920 <1080 px
o0l ) 2048 %1536 px
Charts
Browse by category
8 cstomsie > Save Changes
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| ® i > All projects save
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q J @ Website
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All pages (46) v
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: Resize any document as needed!
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THE TOP NAVIGATION BAR

Project Name

Here you can edit the name of Your project.
Just click and type!

Get Your C.R.A.P. Together with Canva - Student Guide

Al Print with Canva Ty Share
J

& Share design

Q Add names, groups or emails

LIEZL
Owner
liezlvanwykO@gmail.com

People you might want on your team

Invite people to Personal on Canva to make working together easy.

e Design School Invite to Team X
o alicha_viljoen Invite to Team X

Invite People

When pressing the + icon, you can invite
people to collaborate on 1 document
(up to a 100 people can work on one

document)
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THE TOP NAVIGATION BAR

' A

Analgtics « Total unique visitors ©® Total visits

- -

W visits

@ s O Analytics

[®) social media J,

Access Poll
oo S Question Answers
L .

GPH Print with Canva

O b Printwitncanva

< Booklets X
a
Print your design as a

% Current page Vv X quality booklet

5.5x85in « Portrait

Print with Canva 1, Share
(L)

Get your projects
professionally printed
or view how it will

s ® | look! From books to
CHIEP" Bt T-shirts.

B Preview spreads

e Anything your little
Add comments to 5 2easesseeces v designer heart

There are no comments on this page.

Add comment

. o mary?
deS|gnS L80okiet s v desires!
© Happiness Guarantee ~
If uen're not hanav with uniie ardor h{
Subtotal $21
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PRACTICAL OVERVIEW

SIDE MENU

- Your main menu for everything you create.
— Canvad’s sidebar is where you'll find all your
e tools and shortcuts. Each icon helps you

move between projects, templates, and Al
tools quickly and easily.

Create

. Tip: Hover over any icon to see its name
ome .
before you click.
S Everything you need to quIgn, mgnage, and
share your work starts right here in the
(B sidebar.
Templates
Brand
¥
Canva Al
More
QG
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SIDE MENU - CREATE

e J Start a brand-new design
Create from scratch or choose a
template to begin.

\

Create a design C, Whak woulkd you Bk b0 create?

B ¥ roryou Popular

® toucation
O sees - N
»
8 o ® 5 o n
& whizeboarcs
[:B Q Presentations Gourse oo [— Prewnemko b Ay

Projects

Q@ socal mea
Templates T— Common layouts and sizes
O visos
= L2 o
o X & Print
= » D
& - ‘a
O customsize
Brand ——_— Paster (Portrait 341 Werksheet (Partrat Cardl tScnare) Gertifcate ILandscapel Resume
= ooy
Office and business.

40+
e

Canva Al

LA

More
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SIDE MENU

e Go back to your main
' dashboard

/ to see recent designs,
templates, and
@ P

recommendations.

Home
5 = Cawa
Projects e
.&' Invite people
Create
[:B Recant designs
Templates ﬂ % T ERART
oS et Your C.R.A.P. Toge...
= @
= Get Your C.R.A.P. Toge...
(<o) 5 8
Brand REDIES S == GetYour C.R.A.P, Toge..
o (B #! Getvour CRAP Toge...
.c Templates .
7=: Cheatsheet: Whole cl...
Canva Al w
(22)
B | s Resource | Engag..
Brand e
AT See all
ko
More &
Canva Al
LR
Maore
Qo

T Trash
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Create

Home

65

Projects

(B

Templates

L4

Brand
+p
&

Canva Al

LA

More

SIDE MENU - PROJECTS

— R

Keep your work organized.
Find all your saved designs, folders,
and shared projects in one place.

o .%‘ Invite people
Create
B Allprojects

" o Your projects

s & Shared with you

Prijects © Available offline

@]

Templates

o W
Brand
g *
e

Canwva Al

o [ Trash
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SIDE MENU - TEMPLATES

=< Templates

e Browse thousands of
.ol ready-made layouts. Choose
one that fits your goal, from

social media posts to lesson

o plans.

Home
5 = | Canva
Projects
e &. Invite people
[:B Create
(B Templates
Templates @
e (3 Photos
o W
5 B4 Graphics
Brand LD @D Creators
n
4..: + » ¢ Starred content
+ Templates
Canva Al o
Brand
0
More #
Canva Al
Maor
Qﬁ

o [ Trash
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SIDE MENU - BRAND

:
=

Store your logos, colors, and fonts

e here. It helps you stay consistent
Create and professional across all your
designs.

Home =¢ c

B e .%. Invite people

Projects G
All Brand Templates
@ Home
Templates B8 Tech Toolbox ~
=~ Projects All assets +
(o)
Brand CB Guidelines
Templates
40+
ﬁ} &w Logos
i Brand Colors
+
s 5:; Fonts
Canva Al
More Brand Voice
LR
Photos
Maré
Graphics
lcons
Qo Charts
Qa



PRACTICAL OVERVIEW

SIDE MENU - CANVA Al

Use smart tools like Magic Write,

e Magic Edit, and Magic Design to

Create speed up your creative process.
Bonus: Al CODING!

o

Home = Canwa
B o CJ start new chat
Create
Projects * -
& Invite people
® -
Hoeme
Templates a ) MNewchat
= w Projects
m This Month
Brand EB [ weather-Themed Gr...
Temnplates
A+ W ) weather and Hats L...
R
Canva Al Brand [C] Phonics Lesson Plan...
+ -
. * Earlier
Canva Al
More ) Creating a YouTube .
e
o ) Creating a PowerPoi...
] Creating an Eye-Cat...
CJ A4 science Book Dis...
QG o ) ) JPEG Image for New...
[ creating a Poster
o ) Designing an AS Pos... |
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SIDE MENU - MORE

e Access extra tools such as Apps,
Content Planner, and Design School

Create
for learning and scheduling posts.
Home M Creating a YouTuhe | b
Apps .
B LB & Connect creative and productivity too... b
C
Projects 5 Content Planner fcl

Take control of your social channels. n

[:B @ Design School -
e Learn how to design with Canva. ﬁ

Templates Q '

L4

Brand

+p
e

Canva Al

LA

More
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SIDE MENU - NOTIFICATIONS

e See reminders and updates, like
design shares, feedback, or

= subscription alerts.
0o N
Home Notifications Mark all as read

©)

Home A reminder your subscription is due to
B renew on Oct 19,
5 o 11:20 P, Oct 16
Projects AR

A reminder your subscription is due to
[:B renew an Sep 19,
[:B Tamplacel

w

Templates w
Brand

W o '

11:20 PM, Sep 16

A reminder your subscription is due to
renew on Aug 19,

11:20 PM, Aug 16

(co] cama

Brand r

More

-

A reminder your subseription is due to
renew on Jul 19,

11:20 P, Jul 16
+p
‘#’ & reminder your subscription is due to
+
renew on Jun 19,

Canva Al 11:20 PM, Jun 16

LIEZL created a new Brand Kit: Tech
LA

More



PRACTICAL OVERVIEW

SIDE MENU - ACOUNT

e Manage your account settings,
o switch themes, check your plan,
and log out.
Home Projects
Accounts
6 @ LIEZL 5
Templates L]
Projects

W

ﬁ Teams
@ Brand ]

Templates : B createteam b
i :
w
= Canva Al
(o) @ Settings r
Brand ass O THama 3
Maore
A (i) Help and resources >
>
P .
Canva Al E lans and pricing
52 Purchase history
LR L] Q
i<}
More Q Get the Canva Apps

° I:-) Log out
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PRACTICAL OVERVIEW

THE EDITOR - DESIGN

Your Editor Menu is where the real design work happens. Everything you

add, edit, or create in Canva starts here. Let’s look at each section in
simple terms:
Find templates, layouts, and style

ideas. You can start fresh or swap in a

'i
» >
Deslgn new look instantly.
Q4
oo
Elements
i ) Ny -
C,..L Use 4+ words to describe... =
Text Design
- o Templates Layouts Styles
. | oe
) Elements 'y
Minimalist Christmas Halloween »
Brand
s
Text Recently used Seeall
&) v :
GROVP
Uploads PROJECT
Brand
&
2
Uploads
Tools
£
a Tools
Projects B
Projects
All results
oo =
o+ = o= -
Agrifarm
Apps sors i
£
ﬁ Audio
e W v
@ 7 Notes [=] Duration @ Timer

Audio

®
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THE EDITOR - ELEMENTS
B

L] . .
[ Add shapes, lines, arrows, icons,
Design photos, videos, charts, and more.
Use the search bar to find exactly
oa what you need from “stickers” to
= “mockups.”
Elements
(1] €1, Search slements [13] Q se
T n Line  Amow  Frame  Rectangle n
L~ —— . =
Text T ', =z
i -}i-y &b.
w a?-u shapes el e
— & o L g
.._. ....... A e -
Brand & Gnpa _— £ -
Tookn 4 L
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® o — 2 B o
Uploads - = e
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= O [— I ® Ta a 4 -
Tools 3 Qs B O sewcns
=3 e | O
5 Sl € T -
Projects e M. 4
& il iy W =
(b & Gridy S all
g0 . @¢he = SEE |
£ 4 PR | | [
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ﬁ 7 -..—.n._, o J ;._ o5
2 = 1 | . = =l
Audio [] v
Wociegs e Buatene Me_ s Handdrawn_ ¢
® M - G s '

Canva’s Al tools under “Elements” can even
generate custom images from text prompts.

@ ey
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THE EDITOR - TEXT
—E —

[ H Insert headings, subheadings, or
Design body text.
Q4
0o
Elements

T

Text B
Search fon nd combination
':l - Gt . ik EE Q Seanch fonts and combanations
w Design Owilgn
o ' -
oc
Clarment; - "
Brand o Mgk Wik ity 4 Magic Write
T T
= a
Tat Toch Toalbex Edit Fort combinations A

@ & ) Heading & . ><
ploads " ey ~  willa team
y Body Uploads

ool Dynamic teat

Took - BIGC
B ,wmm e  STACK  shategy |

B Projecty °
8 Apps g?
Projects el Ases
: new fj|guT
85 il T A PROJECT
O+ Lo o E A
Typelraen, TypaExtrude TypeCraly
Apps & i
Bactgmund Recently used Background
mood _dats
@ ® board ispower
Bulk create ulk Create
A el ; o
. ATWORK -
Audio ¥ (%)
N = A ermart T v

You can also choose from pre-styled text combos
to save time and keep your design balanced.

@ )
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THE EDITOR - BRANDS

1]
L Access your brand colors, fonts,
Design and logos to keep your designs
consistent.
o4 Perfect for schools, teams, or
businesses that need a uniform
Elements
style.
T [B Q Search
Text Design
Al Brand Templates
88
L Clermaents
B TechToolbox  ~
Brand T
Tect All assets +
~ -
@ a Guidelines. [ Hew ]
Uploads & Logos
Uploads Colors
4 £ o
Tools Brand Vioice
£
Projects Photos
B gg Graphics
Projects . leons
ﬁ Charts
oo Audio
o+
Apps ®
Backgrounsd
®
Audi
uang |'/-:+'

The Brand section is fully suctomizable. You can
even upload fonts!

@ oy
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Oi
Design

Q4
oo

Elements

T

Text

W

@

Brand

THE EDITOR - UPLOADS

Uploads

Add your own photos, videos, or

Uploads

Tools

B

Projects

oo
o+

Apps

£

Audio

(*)

audio clips.
[:B Q Search keywords, tags, color
Daiign
Upload files ’
o4
ao
Elemants Record yourself
T Images \Videos Audio Designs Folders
Text
v ™ e cee W " |
@ & - - Y
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_-+ (-0 NN - N
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You can drag and drop from your computer,

phone, or directly from platforms like Google Drive
or WeChat (in China).
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THE EDITOR - TOOLS

'I
]
Design
4
oo
Elements
Design
Elsments
Text
& T
— Tast
= w
Brand
Brand
&) i
Uploads
Uploads 7
L]
Toals
A &
Tools Projects
oo
o+
=) o
Projects
e
Audio
(n]n]
o+ 8
Apps Background
@
ﬁ Bulk create
Audio

o

Tools

Select objects

Draw:
Freehand draw with
pens/markers,
adjust stroke and
color

Shapes:
Add Shapes to your
design

Line:
Add straight lines;
set weight, style,
and endpoints.

Al 3 « \I‘IAI‘?F x

Sticky Note:
Add notes for
brainstorming/
planning (great on
whiteboards).

Text:
Quick access to
text tools/effects
for styling.

P AN

7 Note

Tables:
Insert and format
tables directly on

the canvas.

This is great for presentations & Whiteboards
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THE EDITOR - PROJECTS

Keep your ongoing work
organized.

Design
o4
oo od
Elements Design
B8
T Elements
Text T
w T, .
F-
[}
Brand
Brand
(]
@ Uploads
Uploads £
Teols
4 -
Projects
Tools
oo
o+
Apps
Projects £
Audio
(n]n]
o+ ®
Background
Apps
@
Bulk create

Audio

C, Search your content

All projects w
All Designs Folders Images Videos
Designs Secall

Get Your C.R.AP. To..
Presentaton

Get Your CR.AP To..
Bookles

Get Your CR.AP To.. Get Your C.RAP. To..

Boaklet Presentation
Folders Secall
=+  Createfolder
o Starred
MIDT - Any
g 1 iterm
== Canva Learn
4 items

( ] 258
( J
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Oi
Design

Q4
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Elements

T

Text
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Brand
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Uploads

Tools

B

Projects

oo
o+

Apps

£

Audio
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THE EDITOR - APPS
—EE —

Connect external tools!
like Google Drive, BitMoji, YouTube,
or QR code generators, directly

inside Canva.
0 Qs
wmign
Discover Yeowur apps
- S —
Mhore from Casma &
L=y
AEen e mane Content b Creatn amaneg SeUgny
T 0
ot & & ol @
w
& AVoice Magec Charty Pharion
L]
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® @ 8 8a =
i
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o] kY =] L]
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Prajec s Trasslme  Mockgs  Capuons
27 Recommendad foryou
i [-hl)
= & E o
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Qcode  Google Dol Youl
L Diee. Erve
B sigemeration
Background BE®
& II é@‘:
Bk create agic GenQR  FrofieRn oM
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N2 . ) k-
T ™ .
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[ ot s 5 [o— ot s
. -~ Vit -
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v ] T
@ -AZan
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THE EDITOR - AUDIO

— i

[ H Add music or sound effects to
Design videos or presentations.
oL
oo B Q Search audio =
Elements Design ~
2 Soft background music f Halloween %
T Elerments Volceovers
Text T
D_. Record voiceover
Tust p
L & =

@

&

Brand
Brand A dq ‘.| Generate Al voice
&

@ Uploads

Uploads =
Tools Q) Educational Music [Study Learnin,.

Recently used Seeall

BackgroundMusicForvidea = 2:14

o B ‘

Projects Education Music (Study Learn Un_..
Tools BackgroundMusicForVidea « 232
[=]=]
o+
Apps J Pets Music (Funny Cute Dog Cat
B BackgroundMusicForvideos » 1:23
Projects ~
Audie Popular music See all

oo & Cral
B Backgrourd Bjbek, ROSALIA - 1:00 n

Mpps
@ stiteh Me Up
Bulk croate fun, « 1:00 u

£ = T DomtGover
@ Camila Cabello - 1:00 n

Audio

ﬁi;\;in You can adjust volume, timing, and fade effects
J for a smooth finish.
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THE EDITOR - QUICK ACTION

Quick Action

L This round button opens Canva’s

Design Quick Actions menu.
Your shortcut hub for Al-powered
o4 and time-saving tools.
Elements
Q Search backgrounds
78
il s © Q@ O@E
Text i Magic Background %
e Gen QR
) Abstract Secall
QR code T
Brand 4
- ‘ /
Avatsr A
GJ . All results
Uplnads Gen Voice £ E e ".;
é Nolosover ﬁ
Tools
nage Anim I
Projects :
Image actions
i
oo
o+ . Colorl
Apps | @ Color 2
. Color 3
o Show more

useful tools right at your fingertips.

@ It helps you work faster by putting the most
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USING AND CUSTOMIZING TEMPLATES

Choose a Template

Step into a world of learning -

v deigs ([empton) « Camans

Moyt WAL et  Owies e grestoeets 4 it

— =g = - o~ =
R 8- .- E O -

Use the Search Bar to find a template that fits what you
need, like poster, lesson plan, or presentation.

Preview and Select

<> g Cc'\b w € sohmbm-tmmauunwmw
& %33 @ orosetmie

¢ S"°‘”’ don’t tell c83 -

ﬂ' a..,.u'! I @Atarivt
ESSAY 3 PROJECT
. & fp 5 g ¥

Tu@® < e

Click on a design to preview it. When you find one you
like, select Use this template to open it in The Editor.
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USING AND CUSTOMIZING TEMPLATES

W Kp v ¢

N )
w@g'b@? £ S,

‘ilﬂ{lid in foinfe Io 14 jo e

Make it your own by changing:
» Text: Double-click to edit wording and font.
» Colors: Use your Brand Kit or color picker.
« Images: Replace with your own uploads or stock
photos.
» Layout: Move or resize elements to fit your content.

Save, Share, Download or Reuse

C——
0

[ = -]
i]g Shows don’t tell Cg sy e s

% 5 @D

When you’re happy with your design,
Click File — Save as Template to reuse it later or share
with your team.

‘ilﬂ{lit\ infoin]ele 14 ]o s
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C.R.AP.

DESIGN PRINCIPLES

G CONTRAST Q REPITITION

Different Size = Layout IOGtterrr:
Different purpose & repeated each page

:@ Colors adds meaning fggig fCoonl‘er TOZ(?c:el?n

Shapes help things ©--\ Everything should
stand out 7 be Predictable

Text Direction attracts Text heading =1 Size
s
attention Text body = another

Q ALIGNMENT Q PROXIMITY

Vertical & Horizontal @ Uzt e Iieigfe
. support
Lines

Blank Spaces =
Balance

Group Related
Always use 3 things together

Left Aligned text

Keep things next
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Open Project
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Present full Presenter Present and Autoplay

screen view record

View your notes and upcoming slides

Present

+ Step 1: Open your presentation design.
» Step 2: Click Present (top-right).
¢ Step 3: Choose a mode.

o]

[o]

Standard - full-screen slides, you control the pace.

Presenter view - audience sees slides; you see notes, timer, and
upcoming slide on a second screen.

Autoplay - slides advance automatically (set the interval).

Present & record - record a talk-through video of your deck with your
camera/mic.
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Open Project

Present & Record

¢ Click Present — Presenter view.

e Connect/extend to a second
screen (projector shares slides;
your laptop keeps notes).

e On your laptop you'll see:

e Current slide + Next slide preview

 Timer/clock

 Speaker notes (edit anytime)

e Control slides from the presenter
window; your audience only sees
the slides.

Present Full

Screen

e Use < [ = orclick on-
screen arrows to move.

e Press Esc to exit.
 Optional tools (toolbar in
Present): Pointer/laser,
Grid/overview, Captions
(if available), Hide cursor.

.~ Cx >

Present full Presenter Present and Autoplay
screen view record

Presenter View
Autoplay
e Present — Autoplay. e Present — Present & record.
« Pick aninterval (e.g, 5-10 e Allow camera/mic.
seconds). e Choose Recording studio
* Start. Slides loop hands- background (optional).
free—great for booths or e Start recording, advance
hallway screens. slides as you speak.
e Finish — Save/Share link to a
hosted recording.
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Avatbie Keyboard shortcuts

Remote control this presentation

e Step1: Scan the QR code with your
phone’s camera.

e Step 2: Open the link that appears.

e Step 3: Use the on-screen buttons to

device 33 aremote controler move through your slides — just like a
@ Copylink clicker, but cooler!

Scan the code or copy link to use another

Pause controls
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Magic Shortcuts
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Get Your
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Magic Shortcuts
Blur

i .

Bubbles
e StepI: Click the keyboard icon on
the top toolbar to open Magic

£ Confetti

Drumroll

Shortcuts.
Curtain call e Step 2: Choose and click an effect.
Mic drop (like confetti, bubbles, or mic drop)
5 Spider or
Q@ Ghost e Step 3: Use the letters on your

keyboard to activate the effects
while presenting.

Clear

Use them for celebrations, transitions, or quick audience

reactions. It's like having your own mini sound and
effects board!
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Drawing Tools
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¢ Add notes or highlight key
points right on your slides
using the Drawing Tools in
Presentation Mode.

e Marker (Thin): Great for
writing small notes or
underlining words.

e Marker (Thick): Perfect for
bold strokes or quick
sketches.

¢ Highlighter: Emphasize
text or areas without
covering them.

e Eraser: Remove marks
cleanly when you're done.

e Color Picker: Choose the
pen color that matches
your style or theme.
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Autoplay

Fine-tune how your
presentation looks and runs
i Hide Magic Cursor while you're on screen.
¢ Hide Magic Cursor: Turn off

(/) Hide live edit
%) Hide live edits the sparkle trail for a

P Startautoplay cleaner pointer.
¢ Hide Live Edits: Stops live
¢ Enable reduce motion changes from showing if

you're updating slides
mid-presentation.

e Start Autoplay: Let slides
advance automatically at
timed intervals.

¢ Enable Reduce Motion:
Simplify transitions for
smoother playback on
slower devices.
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Timer

Keep your presentation smooth and engaging with background music
and a built-in timer.
« Play Music: Choose from Focus, Upbeat, Dramatic, Energetic, or
Lo-fi to match your presentation’s mood.
» Control Volume: Adjust sound levels for just the right vibe.
» Minimize Timer: Keep it running quietly in the corner while you
present.
 Shortcut: Press any number key (1-9) on your keyboard to start a
timer instantly!
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Share! and have students join...
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(@) Copyinvitation

Engage your audience or keep track of your key points—all in one place.

¢ Canva Live: Start an interactive Q&A session! Your audience can scan a code or visit
canva.live to send questions in real time.

¢ Click Start New Session — Share the link or code — Go Live!

+ Keep private reminders or talking points for your presentation. Only you can see them
while presenting.
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The Top Bar - Presenter View
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Pause presentation timer Reset presentation timer

Canva Live & Notes

Stay on schedule with Canva’s built-in presentation timer.

+ Pause Timer: Take a quick break without losing your progress.

* Reset Timer: Start fresh whenever you need to restart your timing.

¢ Perfect for classroom lessons or timed presentations, it helps you
pace yourself with ease!










