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Introduction
Welcome to the ultimate Canva beginner's workbook! Whether
you're just getting started or need a refresher, this guide will
walk you through the essentials—from opening Canva to
creating eye-catching, professional-level designs. Each section
includes step-by-step instructions and hands-on exercises to
help you master the tools quickly and confidently.
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1. How to Open Canva in Your Browser
Step-by-Step Instructions:

Open Your Browser
o (Click the icon for your preferred browser on your desktop, taskbar, or app
dock.
o Examples: Google Chrome (multicolored circle), Safari (compass icon),
Firefox (orange fox), or Microsoft Edge (blue-green swirl).
Go to the Address Bar
o At the top of your browser, click into the address/search bar. This is where
you enter website URLs.
Type Canva's Web Address
o Type: www.canva.com
o Then press the Enter key on your keyboard.
Wait for the Page to Load
o You'll be taken to the Canva homepage. You should see the Canva logo and
a purple “Log in” or “Sign up” button in the top right corner.
Log Into Your Account
o |f you already have a Canva account:
= (Click “Log in”
= Enter your email and password, or choose to log in with Google,
Facebook, or Apple.
o |fyou're new to Canva:
= (Click "Sign up” and follow the prompts to create your free account.

Tips:
e Bookmark Canva for quick access later. Click the star icon in your browser's
address bar to save it.
e Use Google Chrome for best performance with Canva's tools and features.



2. How to Find What You Need on the Home Page
Step-by-Step Instructions:
1.Look at the Top Navigation Bar
2. When the home page loads, the top bar contains quick links and tools:

o Search Bar (center-top): Type here to search for templates (e.g., “birthday
card,” “Instagram post”), elements, or your saved projects.

o Create a Design Button (top right, usually purple): Click this to start a new
project and choose a size or format (e.g., “Custom Size,” “Poster,” “YouTube
Thumbnail”).

3.Explore the Left Sidebar Menu
4. The vertical panel on the left is your control center:

o Recommended for You: Quick-start options based on your activity.

o Projects: Click to access all your saved designs, folders, and uploads.

o Templates: Browse pre-made designs by category (e.g., Social Media,
Business, Education).

o Brand (Pro only): Manage brand fonts, colors, and logos.

o Trash: View recently deleted items (you can restore them!).

5.Scroll the Main Home Feed
6. In the center of the screen, Canva will display:

o Recent Designs: Quick links to designs you've worked on.

o Suggested Templates: Based on holidays, seasons, or trending topics.

o (Categories Carousel: Scroll horizontally to explore types of projects.

7.Check the Top-Right Corner for Account Tools

o Your Profile Icon: Access account settings, billing, and preferences.

o Notifications Bell: See updates on shared projects or team activity.

o Help (?) Button: Get Canva tutorials, search FAQs, or contact support.

Tips:
e Use the search bar if you're unsure where to find a feature — Canva’s search is
very intuitive.
e Hover over items in the sidebar to reveal tooltips explaining what each section
does.
e (Customize your home page by organizing your projects into folders (found
under “Projects”).



3. How to Start a New Design from a Template
Step-by-Step Instructions:
1.Log in and Go to the Canva Home Page
o Open your browser, go to www.canva.com, and log into your account if
you're not already signed in.
o You'll'land on the home page dashboard.
2.Locate the Search Bar at the Top
o At the center top of the page, click inside the Search bar.
o Type a keyword or design type. Example: “Thank You Card,” “Resume,”
"Facebook Cover,” or “Recipe Template.”
3.Choose a Template Category
o As you type, Canva will auto-suggest categories and templates.
o FEither select a category (like “Flyers”) or press Enter to browse all template
options.
4.Browse the Templates
o Scroll through the available templates. You can:
= Use the filter options on the left-hand panel (e.g., free, Pro, color theme,
style).
= Hover over any design to preview it.
= ook for a small “FREE” tag in the bottom corner for templates that don't
require Canva Pro.
5.Click on the Template You Like
o A preview screen opens with a larger view of the template.
o (lick the “Customize this template” button to open the editor and begin
designing.
6.Your Design Page Opens Automatically
o The selected template will load in the design editor.
o You can now change text, images, colors, or layout as needed.
Tips:
e |f you want to see only free templates, click the “Free” filter on the left sidebar.
e Use the template as a base—you can customize every element later.
e Save time by choosing templates that already match your projectSize and style.
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4. How to Name Your Projects
Step-by-Step Instructions:

1.0pen a New or Existing Design
o After starting a design (from a blank canvas or a template), Canva will

automatically assign it a generic name like “"Untitled design - Instagram

Post.”

2.Locate the File Name at the Top
o At the very top of the screen, you'll see the current name of your project.

o |tis usually next to the Canva logo and above the design canvas area.
3.Click on the Existing File Name
o The name will become editable. Your cursor will appear inside the name
box.
4. Type a New Name
o Use a name that helps you identify the project later.
o Examples:
= “June Workshop Flyer”
= “Birthday Card for Mom”
= “Summer Social Ad - Version 2"

5.Press Enter or Click Outside the Text Box
o Canva will automatically save your new title—no “save” button is needed.

Tips:
e Use a consistent naming structure like “Project Name - Date” or “Client - Project

Type” for easy organization.
e You can rename your design at any time by clicking the name again.

e All renamed projects appear in your Projects section for quick access.



5. How to Find Your Tools on the Design Page
Step-by-Step Instructions:
1.Start or Open a Design
o From the home page, click on a recent design or start a new one by clicking
the “Create a design” button.
2.Familiarize Yourself with the Canva Editor Layout
3. The design page (also known as the editor) is divided into 3 main areas:
o Left Sidebar: Tools and design elements
o Top Toolbar: Editing options
o Main Canvas: Your working space
Key Tool Areas:
A. Left Sidebar - Primary Design Tools
This is where you add things to your design.
e Templates: Browse and insert new template layouts.
e Flements: Add shapes, lines, graphics, frames, charts, and more.
e Uploads: Access your uploaded images, videos, and audio files.
e Text: Choose from text styles or add headings/subheadings/body text.
e Photos: Search Canva’s stock image library.
e Styles: Quickly apply pre-set font and color combinations.
e Audio/Video/Backgrounds: Insert media or change the canvas background.
e Apps (three dots icon): Connect third-party integrations like Bitmoji, GIPHY, or
Google Drive.
B. Top Toolbar - Formatting & Editing Tools
Appears when you click on any object (text, image, shape, etc.)
e [ont, Size, and Color Tools (when text is selected)
e Position, Align, Spacing, and Effects
e Transparency (checkerboard icon)
e Animate (sparkle icon) for text or object animation
e Duplicate, Lock, or Delete buttons (far right)
C. Bottom Bar (Optional or Mobile)
In some views (especially mobile or smaller windows), you'll see a simplified menu
here with a “+" button to open tools.
Tips:
e (lick once on any object to unlock its unique toolbar at the top.
e Use keyboard shortcuts for speed (e.g., Ctrl + D to duplicate, Del to delete).
e Hover over icons for tooltip explanations if you're unsure what they do.



6. How to Use the Design Toolbar
Step-by-Step Instructions:
1.0pen a Design in Canva
o From the homepage, click “Create a design” or open an existing project to
access the Canva editor.
2.Click on an Element in Your Design
o This could be text, an image, a shape, or another object on your canvas.
o Once selected, the top toolbar will change to show tools specific to that
object.
%2 Understanding the Top Design Toolbar
When Text is Selected:
e Font Style: Choose a font from the dropdown list.
e Font Size: Increase or decrease text size.
e Text Color (A): Change the font color.
e Bold/ Italic / Underline: Style your text.
e Alignment: Left, center, right, or justify.
e Line Height & Letter Spacing: Adjust spacing for better readability.
e [Effects: Add shadows, outlines, or glows.
e Animate: Add movement to text (for videos or presentations).



6. How to Use the Design Toolbar

When an Image or Element is Selected:
e (Crop: Trim the image to fit your design.
e Flip: Mirror the image horizontally or vertically.
e FEdit Image: Access filters, brightness, contrast, and other photo settings.
e Transparency (Checkerboard Icon): Make your element more see-through.
e Position: Layer items forward or backward.
e Link (Chain Icon): Add a hyperlink (great for PDFs or buttons).
e Animate: Add movement for presentations or videos.
Universal Tools (Appear for Most Elements):
e Duplicate: Make a copy of the selected object.
e Delete (Trash Can): Remove the object from your design.
e |ock (Padlock): Prevent further changes to that element.
e Group/Ungroup: Combine or separate multiple elements.
Tips:
e The toolbar is context-sensitive — it changes depending on what you've
selected.
e You can hover over icons to see what each one does.
e Use Undo (Ctrl + Z) if you make a mistake — Canva automatically saves every
change.



7. How to Keep Your Design Aligned with Rulers & Guides
Step-by-Step Instructions:
1.0pen a Design Project in Canva
o Go to www.canva.com, log in, and open a design (new or existing).
2.Enable Rulers
o At the top right of the Canva editor, click on “File” in the menu bar.
o |n the dropdown menu, click “Show rulers” to toggle them on.
o Rulers will now appear along the top and left side of your design canvas.
3.Enable Guides
o Stay in the File menu, and click “Show guides”.
o (Canva's smart guides (pink lines) will now appear automatically when you
move objects around, helping you align them with the center or edges.
4.Add Custom Guides
o Click and hold on the top ruler to drag a horizontal guide onto your canvas.
o Click and hold on the left ruler to drag a vertical guide onto your canvas.
o These lines will “snap” elements into position when you move them close.
5.Use Guides to Align Elements
o Drag your design elements (like text boxes or shapes) near the guides.
o Canva will show alignment snapping as your element lines up with a guide
or center point.
6.Adjust or Remove Guides
o Click and drag a guide to move it to a new position.
o Toremove a guide, click and drag it back up into the ruler area or off the
canvas.
Tips:
e Use guides to align headers, footers, margins, or multiple columns.
e Turn rulers and guides off the same way you turned them on via the File menu.
e (Canva also shows smart alignment lines (pink lines) when dragging elements to
center or align with other objects — these work even without rulers enabled.
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8. How to Stack and Arrange Layers
Step-by-Step Instructions:
1.0pen Your Design in Canva
o (GO to www.canva.com, log in, and open an existing design or create a new
one.
2.Add Multiple Elements
o Insert two or more elements onto your canvas—such as text, shapes,
images, or graphics.
o Drag them so they overlap. This creates layers.
3.Select the Element You Want to Move in the Layer Stack
o Click on the element you want to send forward (on top) or backward (behind
another object).
4. Use the Position Tool
o At the top of the screen, in the toolbar, click “Position.”
o You'll see options such as:
= Forward: Move the selected item one layer up.
To Front: Move it to the top layer.
= Backward: Move the item one layer down.
= To Back: Send it behind all other elements.
5.Click Your Desired Layer Command
o Choose the appropriate option depending on how you want to stack your
items.
6.Check the Layer Order on the Canvas
o Make sure everything is positioned as you want it. Adjust as needed using
the Position tool again or drag and drop items to reorder.
Tips:
e Use layers creatively to overlap text on shapes, images behind text, or
decorative elements behind photos.
e You can also right-click on any item to access the “Send backward” or “Bring
forward” commands quickly.
e Combine this with Transparency to create depth effects or focus areas inyour
design.
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9. How to Find and Use Pre-Made Templates
Step-by-Step Instructions:
1.Go to Canva's Home Page
o Open your browser and visit www.canva.com.
o Login to your Canva account if needed.
2.Use the Search Bar at the Top
o |n the center of the top menu, click into the Search bar.
o Type in the kind of template you're looking for. Examples:
= “Instagram Story”
= “Business Card”
= “Birthday Invitation”
= “Recipe Card”
o Press Enter or select one of the suggested categories that appear.
3.Browse Through the Template Options
o You'll be taken to a results page filled with templates.
o Scroll to explore. Canva shows you a preview of each design.
o Use filters on the left sidebar to narrow results (e.g., Free only, Style, Theme,
Color).
4.Choose a Template You Like
o (Click on the preview of any template to see it in a larger view.
o You'll see a button that says “Customize this template.”
5.Click “Customize this template”
o This opens the selected template in the Canva editor.
o Now you can fully customize it to fit your project needs:
= Replace placeholder text and images
= Change fonts and colors
= Add or remove design elements
6.Edit and Save Your Project
o (Canva saves your progress automatically.
o Rename your project at the top if you haven't already (see Step 4).
Tips:
e Templates are great for fast creation and design inspiration—don't be afraid to
mix and match parts from different templates!
e Look for templates with the “FREE" label if you're using a free Canva account.
e (Canva Pro users have access to a wider range of premium templates with
advanced design features.
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10. How to Add and Duplicate Pages in Your Design
Step-by-Step Instructions:
1.0pen a Design in Canva

o (o to www.canva.com, log in, and open your existing design or start a new
one.

2.Look Below Your Design Canvas

o (Canva shows each page in a scrollable page timeline below the main design
area.

o Each page is numbered (Page 1, Page 2, etc.).
To Add a New Blank Page:
1.Click the "+ Add Page” Button

o Below your current page, click the “+ Add page” button.

o A blank page (same size as the others) will appear immediately after your
current one.

2.Customize the New Page

o You can now insert new text, images, or elements—just like on the first
page.
To Duplicate an Existing Page:
1.Hover Over the Page You Want to Copy
o In the page timeline below the canvas, hover your mouse over the small
thumbnail of the page.
2.Click the Duplicate Icon

o A small “Copy page” icon (two overlapping rectangles) will appear in the
upper-right corner of the thumbnail.

o (Click it. A duplicate of that page will appear directly after the original.
3.Edit the Duplicate Page as Needed
o Now you can change text or images while keeping the layout the same—
great for consistency across pages!
Tips:
e You can reorder pages by clicking and dragging them in the timeline.
e Duplicating is great when creating matching slides, daily planner pages,or step-
by-step instructions.

e Use Page Titles (click the three dots at top right of each page) to.name pages for
easy navigation.
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11. How to Apply a Background to Your Canvas
Step-by-Step Instructions:
1.0pen Your Design in Canva
o (GO to www.canva.com, log in, and open your existing design or start a new
one.
2.Select the Page You Want to Edit
o (Click anywhere on the blank canvas of your page (not on any element).
o You'll know it's selected when a border appears around the full canvas and no
other item is active.
Option 1: Add a Solid Color Background
1.Click on the Color Tile in the Top Toolbar
o When the canvas is selected, a small colored square appears in the toolbar
(usually white by default).
o (Click it to open the color panel.
2.Choose a Color
o Select from Canva's default palette, or click the “+” icon to enter a custom color
code.
o The canvas background will update instantly with your selected color.
Option 2: Add a Photo or Texture Background
1.Click “Background” in the Left Sidebar
o In the left-hand toolbar, scroll until you see and click the “Background” tab
(paint roller icon).
o Browse hundreds of free and Pro options including textures (wood, marble),
gradients, and photos.
2.Click on Any Background Option
o When you click a background, it will automatically fill the entire canvas.
If you want to replace the background later, just click a new one—it will swap
automatically.
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11. How to Apply a Background to Your Canvas

Option 3: Use a Custom Photo as Background
1.Go to “Uploads” or “Photos”

o From the left menu, click “Uploads” to use your own image or “Photos” to
search Canva's image library.

2.Drag and Drop the Image onto the Canvas

o Drag your chosen image directly over the canvas until it highlights the full
background area—then release.

o Canva will automatically place and size it as a background.
Tips:
e To adjust background transparency, select it and click the checkerboard icon in
the top toolbar.
e Use blurred or subtle backgrounds for text-heavy designs to keep readability
high.
e For multi-page designs, apply a background to each page individually.



12. How to Find and Use Design Elements
Step-by-Step Instructions:
1.0Open Your Canva Design
o GO0 to www.canva.com, log in, and open a design project (new or existing).
2.Click on “Elements” in the Left Sidebar
o On the left-hand side of the Canva editor, click the “Elements” tab (shaped
like a circle, square, and triangle).
o This opens Canva's massive library of graphic items.
Exploring Element Categories
1.Browse by Category
o Canva will show you a list of popular element types, including:
= Lines & Shapes, Graphics (icons, illustrations), Photos
= Videos, Charts, Frames
= Grids. Stickers
2.Use the Search Bar for Specific Items
o At the top of the “Elements” panel, you'll find a search bar.
o Type keywords like “star,” “paint splatter,” “camera icon,” or “arrow” to find
exactly what you need.
3.Filter for Free or Pro
o After searching, click Filters to choose:
= Free only, Static or animated
= Color-specific graphics (great for theme consistency)

n i
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12. How to Find and Use Design Elements

Adding Elements to Your Design
1.Click or Drag an Element onto the Canvas
o (lick once to add the element to the center of your canvas.
o Ordrag and drop it exactly where you want it.
2.Resize and Move the Element
o (lick and drag the corner handles to resize.
o Drag the element around the canvas to reposition it.
3.Customize the Element
o With the element selected, use the top toolbar to:
= (Change color (if editable), Rotate or flip
= Adjust transparency, Apply animations (if supported)
= Duplicate, delete, or layer (bring forward/back)
Tips:
e Combine elements for creative effects—Ilike putting a frame inside a shape or
layering icons with text.
e Use frames to insert images into fun shapes like hearts, circles, and stars.
Add lines for dividers or visual balance in multi-section designs.



13. How to Group Multiple Elements Together
Step-by-Step Instructions:
1.0Open Your Canva Design
o Log in at www.canva.com, then open a design that includes at least two
elements—Ilike text, shapes, or images.
2.Select the First Element
o (Click once on the first element you want to group.
3.Hold Shift and Click on Additional Elements
o Press and hold the Shift key on your keyboard.
o While holding Shift, click on each additional element you want to include
in the group.
o You'll see a bounding box appear around all selected elements.
4. Click the “Group” Button
o With all desired elements selected, look for the “Group” button in the top-
right toolbar.
o (lick it to combine the selected items into a group.
5.1f you don't see the Group button:
o Right-click on the selection and choose “Group” from the menu.
6.Move, Resize, or Edit as One
o Now when you click and drag, all grouped elements will move together.
o You can resize the entire group by dragging from a corner.
o Formatting (like color or animation) can also apply to the whole group at
once.
To Ungroup Elements
1.Click the Group to Select It
o When you click on the group, it will highlight as one unit.
2.Click “Ungroup” in the Toolbar
o In the top toolbar, click the “Ungroup” button to separate the items.
o Or right-click and choose “Ungroup” from the menu.

Tips:
e Use grouping to lock in layouts, like a text box inside a shape or icons aligned
inarow.
e Grouped elements can still be edited individually by double-clicking inside the
group.

e You can group groups to build complex design sections that stay-perfectly
aligned.
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14. How to Resize Elements to the Size You Need
Step-by-Step Instructions:
1.0Open Your Canva Design
o (GO0 to www.canva.com, log in, and open an existing or new project.
2.Click on the Element You Want to Resize
o This could be a text box, image, shape, or any graphic.
o A bounding box with resize handles (small white circles) will appear around
the element.
Manual Resizing (Drag to Resize)
1.Drag a Corner Handle to Resize Proportionally
o Move your cursor to one of the corner handles until it turns into a double-
headed arrow.
o (Click and drag inward to make the element smaller or outward to enlarge it.
o Holding Shift while dragging keeps the original proportions (for some shapes
or photos).
2.Drag a Side Handle to Stretch or Squish
o Use the middle handles on each side (top, bottom, left, right) to stretch or
compress the element horizontally or vertically.
Precise Sizing (for Images, Shapes, and Some Elements)
1.Click on the Element to Select It
2.Look for the Width & Height Settings in the Top Toolbar
o When supported, Canva shows fields labeled W (width) and H (height) in the
top toolbar.
o (lick into these boxes and type the exact size you want (in pixels, inches, or
mm depending on your settings).
o Press Enter to apply the new size.
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14. How to Resize Elements to the Size You Need

Resizing Text
1.Click on a Text Box
o The top toolbar will show a font size dropdown (e.g., 18, 24, 36).
2.Choose or Type a Font Size
o (Click the dropdown to select a preset size.
o Or type in a custom size (like 42) and press Enter.
o You can also resize the text box itself using the corner handles, but this only
adjusts the container—not the font size.
Tips:
e Use Canva's “Position” tool (in the top toolbar) to center your resized elements
on the page.
e For more control over layout, turn on rulers and guides (see Step 7).
e Pro Tip: To make several elements the same size, select them all (Shift + click),
right-click, and choose “Make same size.”



15. How to Rotate Elements for the Perfect Look
Step-by-Step Instructions:
1.0pen Your Canva Design
o (Go to www.canva.com, log in, and open the design you want to edit.
2.Click to Select the Element You Want to Rotate
o This can be text, a photo, shape, icon, or any graphic object on your
canvas.
3.Look for the Rotate Handle
o Once selected, a small circular arrow icon appears just below the
element or at the top center (depending on the object).
o This is the rotation handle.
4.Click and Drag to Rotate
o Move your mouse over the rotation handle until it becomes a curved,
double-sided arrow.
o (Click and drag to rotate the element in any direction.
o A small tooltip will appear showing the rotation angle in degrees.
5.Rotate Precisely (Optional)
o While rotating, hold the Shift key to snap the rotation to 15° increments
—perfect for neat angles like 45°, 90°, etc.
6.Reset the Rotation (Optional)
o To return the element to its upright position, look for the angle value in
the top toolbar and type “0” degrees.
Bonus: Rotate with Manual Input
1.Use the Toolbar (when available)
o Some elements show a rotation field in the top toolbar.
o (lick into this field, enter a number (like “-45" or “90"), and press Enter to
apply.
Tips:
e Rotate text or icons to follow a design curve or to break up rigid layouts.
e Slight rotations (like 5-10°) can add personality without making things look
chaotic.
e Use guides and grids (see Step 7) to help align rotated elements cleanly.
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16. How to Find and Use Text Tools
Step-by-Step Instructions:
1.0pen Your Canva Design
o Login at www.canva.com, and open an existing project or start a new one.
2.Click the “Text” Tab in the Left Sidebar
o On the left-hand side of the editor, click “Text” (represented by a “T" icon).
o This opens Canva's full text menu.
Adding Text to Your Canvas
1.Choose a Text Option
o (Click one of the three basic options:
= Add a heading
= Add a subheading
= Add a little bit of body text
o OR scroll down to explore pre-styled text pairs and effects.
2.Click to Add or Drag a Text Style Onto the Canvas
o The text will appear in the center or wherever you drop it.
o You can now move, resize, or edit it.
Using the Text Toolbar
1.Select Your Text Box
o (Click on any text you've added to activate the text toolbar at the top of the
screen.
2.Customize Your Text
o Font: Choose from hundreds of free and Pro fonts.
Font Size: Adjust with the dropdown or enter a custom value.
Text Color (A icon): Click to open the color picker.
Bold, Italic, Underline: Apply formatting styles.
Alignment: Left, center, right, or justified text.
Uppercase (AA icon): Toggle between ALL CAPS and standard.
Spacing: Adjust letter spacing and line height.
Effects: Add shadows, outlines, glows, or curved text.
Transparency: Make the text more or less see-through.
Animate (optional for videos/presentations): Add movement effects.

O 0O 0O O O O O O o
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16. How to Find and Use Text Tools

Editing Text Content
1.Double-Click Inside the Text Box
o This activates the typing cursor.
o Delete the placeholder text and type your own message.
_ Tips:
e For clean, balanced designs, limit your design to 2-3 font styles maximum.
e Use pre-designed text styles for quick, polished combinations of heading +

subheading.
e To copy an existing text box, right-click and select “Duplicate” or use Ctrl + D.




17. How to Add and Resize Text Boxes to Fit Your Text
Step-by-Step Instructions:
1.0Open Your Canva Design
o Log in to www.canva.com and open an existing design or create a new one.
2.Click on the “Text” Tab in the Left Sidebar
o On the left side of the editor, click the “Text” icon (it looks like a “T").
o You'll see three main options:
= Add a heading
= Add a subheading
= Add a little bit of body text
3.Click to Add or Drag a Text Option to Your Canvas
o The selected text box will appear in the center of the canvas (or where you
dropped it).
o |t contains placeholder text like “Add a heading.”
Resize and Fit the Text Box
1.Click on the Text Box to Select It
o A bounding box will appear with white circle handles at the corners and
midpoints.
2.Resize the Text Box Width
o Drag the side handles (left or right) to adjust the width of the text box.
o Text will automatically wrap to the next line to fit the new width.
3.Adjust the Text Box Height (if needed)
o (Canva adjusts the height automatically as you type.
o You can still manually pull the bottom-middle handle down to give more
space, especially for longer paragraphs.
4. Fit the Text Perfectly
o |f your text is getting cut off, drag the bottom handle or reduce the font size.
o If there's too much empty space, reduce the height or use the “Spacing” tool
in the top toolbar to adjust line height.
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17. How to Add and Resize Text Boxes to Fit Your Text

Moving the Text Box
1.Click and Drag to Reposition
o Move your text box anywhere on the canvas by clicking inside it and
dragging.
Tips:
e Use the “Position” tool in the top toolbar to center or align your text box
precisely.
e To ensure a consistent layout across multiple pages, make one text box, size it,
then duplicate it for reuse.
e For balanced designs, use even padding between text and nearby graphics or

shapes.



18. How to Pick and Change Fonts for the Right Look
Step-by-Step Instructions:
1.0pen Your Design in Canva
o (GO to www.canva.com, log in, and open your design.
2.Click on the Text You Want to Edit
o (lick inside any existing text box or add a new one (see Step 16), The text
toolbar will appear at the top of the screen.
Choosing a Font
1.Click the Font Dropdown in the Top Toolbar
o The current font name (e.g., “Open Sans,” “Anton,” etc.) is displayed in the
top-left corner of the toolbar., Click this to open Canva’s font library.
2.Browse or Search for Fonts
o You can:
= Scroll through font styles (serif, sans-serif, script, handwriting, etc.), Type
a keyword like “modern,” “vintage,” or “cursive” in the search bar.,
= Hover over a font name to preview it live in your selected text box.
3.Click a Font to Apply It
o Once you find a font you like, click on it.
o Your selected text will update immediately with the new font.
Customizing the Font Style
1.Adjust Font Size
o Use the size dropdown in the toolbar or type a number directly into the box.
2.Change Font Color
o C(lick the “A” icon with a color bar to open the color menu.
o Choose a default swatch, add a custom color, or paste a HEX code.
3.Apply Formatting
o Use Bold, Italic, or Underline icons (when available).
o Adjust alignment (left, center, right) and text spacing (letter and line spacing)
from the toolbar.
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18. How to Pick and Change Fonts for the Right Look

Matching Fonts to Your Project
1.Choose Fonts That Match Your Theme
o Use bold, modern fonts for business or tech., Elegant script fonts for
weddings or invitations.
o Fun, rounded fonts for children’s designs or playful posts.
2.Use Canva's Suggested Font Pairings

e Scroll through the Text tab in the sidebar to find pre-paired headings and
subheadings with great visual contrast., Add them directly to your design and
customize as needed.

Tips:

e Keep font choices simple: use no more than 2-3 fonts in one design.,
Consistency is key—use the same fonts across your project for a professional
look.

e For easy branding, upgrade to Canva Pro and save your favorite fonts under
your Brand Kit.



19. How to Adjust Text Alignment and Spacing
Step-by-Step Instructions:
1.0pen Your Design in Canva
o (Go to www.canva.com, log in, and open a design project.
2.Click on the Text Box You Want to Edit
o (lick inside a text box to activate the text editing toolbar at the top.
Adjusting Text Alignment
1.Locate the Alignment Icons in the Top Toolbar
o Look for the four horizontal line icons:
= | eftalign
= (Center align
= Right align
= Justify
2.Choose the Alignment You Want
o (lick on the alignment that suits your design:
= | eft: Great for standard paragraphs or business materials.
= Center: Ideal for titles, quotes, or invitation text.
= Right: Useful for special effects or right-aligned designs.
= Justify: Aligns text to both the left and right edges (like in books or
magazines).
Adjusting Letter and Line Spacing
1.Click the “Spacing” Button in the Toolbar
o This button shows two arrows and is labeled Spacing.
o (licking it opens a panel with two sliders:
= | etter Spacing — controls the space between letters.
= | ine Height - controls the space between lines of text.
2.Use the Sliders to Adjust
o Slide right to increase space; slide left to decrease.
o Adjust until your text feels comfortable to read and fits well within your
layout.
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19. How to Adjust Text Alignment and Spacing

Why Use Alignment and Spacing?
e Proper alignment improves readability and gives your layout a professional
finish.
e Adjusting letter and line spacing helps:
o Fill empty space evenly
o Prevent crowding
o Improve visual flow in longer blocks of text
Tips:
e Use center alignment for headlines or short phrases, and left alignment for
body text.
e For print designs, aim for 1.2 to 1.5x line spacing for body text.
e Combine spacing adjustments with font size and color for full control of text
appearance.



Project 1: Create a Motivational Poster

Goal: Make an 8.5" x 11" poster with a quote, image, and bold design.

Steps:
1.0pen Canva and click “Create a design” > “Custom Size"” > Enter 8.5 x 11
inches.
2.Set a Background Color or Image
o Use a calming or energetic tone based on your quote.
3.Add a Quote Text Box
o (Click "Text” > Add a heading.
o Type a motivational quote (e.g., “You've Got This").
4.Change Font and Style
o Use a bold, easy-to-read font.
o Center the text and use spacing tools to balance.
5.Insert a Graphic or Icon
o (Click "Elements” > Search for relevant icons (e.g., sunrise, stars).
o Resize and position creatively.
6.Save and Download
o (Click "Share” > "Download” as PDF for print or PNG for sharing.



Project 2: Instagram Quote Post

Goal: Create a 1080x1080 social media graphic using a styled template.

Steps:
1.Search “Instagram Post” Templates on Canva’'s homepage.
2.Choose a Quote Template
o Look for clean layouts with modern fonts.
3.Customize the Text
o Replace the quote with your own short message.
o Adjust font style, alignment, and letter spacing.
4.Change Colors
o Use your favorite color palette or choose a preset from “Styles.”
5.Add a Logo or Watermark (Optional)
o Upload your logo and place itin a corner.
6.Download and Save
o Save as PNG or directly schedule via Canva's social media tools.



Project 3: Thank You Card

Goal: Design a folded 5x7 thank you card using Canva'’s print template.

Steps:
1.Search for “Thank You Card” Templates
o Choose a folded card layout (5 x 7 inches).
2.Edit Front of Card
o Customize text to say “Thank You!” with playful or elegant fonts.
o Add a background image or texture (e.g., floral, watercolor).
3.Add Inside Text
o Add a second page for the inside of the card.
o Include a short message using a readable serif or script font.
4.Add Decorative Elements
o Use icons or small frames around the edges.
5.Review and Align Everything
o Use guides to ensure perfect spacing and layout.
6.Download for Print
o Save as PDF Print with bleed and crop marks.
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