
Canva Quick Guide

Here's all the things (plus more) you can do with Canva



View your account settings, and your personal profile here. You can also upgrade or sign out

Looking at the Home Menu

Click here to create your designs 

This is where you view all your saved designs

You can view all the designs that are shared with you, by your team 
or other people

This shows you how many team 
members are linked to your account, 

you can have up to 10 team 
members for your free account

You can create 2 folders for 
a free account that can 

contain any of your designs.



Chose your new design type

There are lots of pre-set sizes to choose from. 
If you’re just looking for a reasonable size to create your design, as 

you’ll be downloading it for use in report documents or on a webpage, 
just do what we do and use the Presentation template.

Click “More” for more 
design layouts 

including Twitter 
headers and 

Facebook posts

Choose custom dimensions if you know the 
size of page you want e.g. A4 – you can 

choose by pixels, mm and inches.

Want to make changes but keep the original 
design? Copy your design by clicking on the drop 

down tab at the top of your saved design. You 
can also delete your practice designs easily.

When you open a 
design it opens a new 
window with the 
Canva design toolbox.



Canva design toolbox

The charts element is a new feature of Canva – you can now edit data!

You can create a grid of 
images with easy re-sizing 
& manipulation. You can 
also change the spacing 

between the grids.

Search by keyword.

If you don’t want to start from scratch, 
click and drag your choice of layout 

onto your design

Click on the Text icon and drag your size of 
text across to your design. You can change 

the colour, font type and size of text. 
Change the default font and size if you 

regularly use the same ones. 

Quickly choose free photos, grids and more 
by clicking on any element

Click and drag a background, click on a 
pre-set colour or choose one of your 
own. Apply filters to create special effects

Upload your own photos or images 
here. Make sure you have 
permission.

See following page for list of Apps



Canva design toolboxCanva design toolbox

These are the Apps you can 
use in Canva when you have 
a Canva for Work account.



Each part of your design e.g. text, has its own toolbar 
with many editing options. Click on any element e.g. text 
and its toolbar will be at the top of the screen.

Choose or add the hex 
code of your 
organisation’s branding 
if you know it. 

Don’t forget to make a 
note or right click, 
highlight and copy this 
code for use later with 
other shapes or 
designs.

Top tip: Using two colours and want to know what the 
best impactful contrast is between them? Choose one 
colour on one side of the colour wheel – the best 
contrast will be exactly diagonally across from it.

1. Drag and drop
2. Left click all tools and buttons
3. No right click commands

Editing designs – the basics  

Click on a pre-
set colour to 
choose it or you 
can click on the 
plus sign to 
choose your 
own.



Top tip: You will want to download as an image (PNG) to insert in your 
documents - the image quality is fine for print up to A4 – it’s better to use 
a large design template and then shrink your image than creating a 
small design and trying to expand it in your document

Top Tip: Use crop marks and bleed to 
send your designs to commercial 
printers – ensures your design colours 
go all the way to the edge of the 
page

Click to edit the 
title of your 
design



Social Media – sharing your posts directly to Twitter/Facebook/LinkediIN

1. Click on the 
Download 
Button on the 
top right corner.

2. Select the social media that you 
want to share the post.
Note not every platform is 
supported.



Co-production – sharing the workload 

Click on the Share Button on the 
top right corner.

Enter the email address that you 
want to share the file with . Options 
are to either to view or edit.



https://support.canva.com/account-basics/nonprofit-
program/apply-for-nonprofit/

https://support.canva.com/account-basics/nonprofit-program/apply-for-nonprofit/


Advantages of Canva for Work


