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TOOLBAR TYPES

The top toolbar in Canva has a ton of features that change based on what item you are clicked
on in your design. See the graphics below for samples. On the next few pages, you will see
what each item in these toolbars can do.

TEXT TOOLBAR:
Gordita ~ - 16 _ + | .&. B I U S aA = i= =1 Effects Q Animate Position E:E ? a
SHAPE TOOLBAR: ELEMENT/GRAPHIC TOOLBAR:

Q) shape . — -.. D Editimage Crop Flip ()

PHOTO TOOLBAR: PAGE TOOLBAR:

Editphoto Flip (G) (© Animate Position == F @ n @ s.0s Position i




TEXT TOOLBAR

If you are clicked on a text box, the callouts below explain what each item does in the toolbar.

h he f dsi change the font style:
change the tont and size B=Bold, I=ltalic, U=Underline, S=Strikethrough

Gordita vil-l1 |+ A B I UGS aA = £ =

change the text color make the font all UPPERCASE or lowercase

add bullets

Gordita v - 16 + A B I U S aA = iz =

make adjustments to spacing and vertical alignment

change the alignment of the text

— Letter spacin 0
= left RS

g Centered Line spacing 1.4
_ right

= Padding 4

justified all the way R

Vertical alignment T F 1



TEXT TOOLBAR

If you are clicked on a text box, the callouts below explain what each item does in the toolbar.

Effects © Animate Position E:, ? [El

change effects in the text

pre-set animations for text

arrange text

have fun with this onel!

(partial list shown)

or align to page

Bieats Create an Animation Arrange Layers
e Drag elements around the canvas to
Style Creale yOur Gwn animations ﬁ? Backward
: {I? To back
Ag Ag —
L =5 Align to page
ABC ABC ARC ..
HNome Shadow Lift 0F Top |$ Left
& Q Q @ Rise Pan Fade o} Middle :
@ E 2 s Bottom 2| Right
Hollow Splice Cutline ABC ABG ABC
L4 Advanced
A A Pop Wipe Broathe Width Height Ratio
g M g 5 % 719in 073in )
ARC
Echo Glitch Meon ABC ABC X Y Rotate
066 in 0.66in [
A Bazoline Dirify Tectonic
g Writing
Background
ABI AR~ ABC click on layers and
Shape
move them up and down
Typewriter Ascend Shift by ClICklng and dragglng
ABCD PthD each bar
ABC-
«DEF ABG ABC
None Curve
Arrange Layers |
Merge Black Burst
All Overlapping

ABC  AB:  ABC

Bounce Rall Skate

sew
e

ABC

Spread



EXTRAS ON THE TOOLBAR

These items appear on most of the toolbars and function the same on each item.

change the transparency copy the style of something
of any item and paste it to another

Transparency 100 ﬁjﬁ

click to unlock

PAGE TOOLBAR:

I} change the color of the entire
page background

adjust the timing
of a page animation




SHAPE TOOLBAR

If you are clicked on a shape, the callouts below explain what each item does in the toolbar.

Qj shape . —

add a border
change the border weight

easily change the shape change

(partial list shown)

the shape
color

Shape T ——

round the corners

fE: Document colors

- . . Border weight 0
obe 111
L™
- . . Corner rounding 0

5 erand Kit Edit

0 & smmsm
B Photo colors Seoall >
0 ¢+ : m
D . . yoché?wucahi?ws ebtcf)wrg iz)lor
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EEEEEE
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ELEMENT/GRAPHIC TOOLBAR

If you select a graphic element, the callouts below explain what each item does in the toolbar.

find morel!

i — . provides info on the
. . . |_ o Editimage Crop Flip ® graphic and allows you to

| Vector Pet Owners Half Bod...

View more by Sketchify from sketchify

edit the colors in a graphic flip!
(note: does not always appear) Free @

g 5 et owner keeper hobb bondin,
G Flip horizontal ; ’ : - ‘

Show all keywords

this menu will change (£ Flip vertical
but has a ton of options! 77 Star

B9 Add to folder 5,

Q, see more like this
Edit image

Ga

Q) search effects

Editing your image removes the ability to
change individual colors. You can always )
undo or restore the original image. Crop Image

with different settings

Recently used

Aspect ratio
Duotone
Smartmockups Sewall
o=
g (
Phone 2 Laptap 5 Gren'l.-n;card Freefﬂrm 11 169

Duatong Sew all

Rotate 0
>
Fuchsia Fop

You may alse like

Charry




PHOTO TOOLBAR

If you select a photo, the callouts below explain what each item does in the toolbar.

Editphoto Flip (i)  (© Animate Position = § [2]

a TON of options to edit the photo!
Effects: remove background, add a filter, add effects \ Adjust: make adjustments \ Crop: use crop tools

x = = fx = 9 fx = o
Effects Adjust Crop Effects Adjust Crop Effects Adjust Crap
H: Auto-adjust s
*$ Magic Studio (D A i J# SmartCrop
‘ | Select area Aspect ratio
“ =4 E Whole image -
' . e
) White balance O =
BG Remmover Maguc Eraser Ma.gm Expand =
| f? | Temperature g Freeform 11 16:9
f l ¢ Aa‘ ! Tint ° Rotate Aute O
Magic Edit Magic Grab Grab Text
G0 Light
Q’J Filters Sesall > Brightess = ®
oy oy e )
T = T
Contrast o . .
provides info on the photo
i |
Highlights = and allows you to find more!
Mone Fresco Belveders
Shadows o
fx Effects
( i = Pomeranian Dog on a Bag
| i
et WView more by Cup of Couple from Pexels
Blacks o
\ Free @
Shadows Auto Focus Blur
("b Color
bag canine cute dog
Vibrance o
domestic animal
Saturation a Show all keywords
‘f_}‘ Star
B3 Add to folder >

. G Flip horizontal
flip! Q. seemore like this

U" Flip vertical



MAGIC STUDIO FEATURES

If you have Canva Pro, there are a ton of new magic features. Here is a quick preview of each.

BG REMOVER
Quickly remove the background from any photo.

fx = )

Effects Adjust Crop

*% Magic Studio €D

‘), {l;f/"w o' _

o

BG Remover Magic Eraser Magic Expand
B ’ f?’ |'“.

o 1] Aa))
AL = O !

Magec Edit Magic Grab Grab Text FROM THIS To THIS

MAGIC ERASER

Erase imperfections in photos. Change the brush size or run it multiple times to completely erase things!

f =3 s}

Effects Adjust Crop

F‘

*% Magic Studio €D
LI e

Q {02

BG Remover Magic Eraser Magic Expand .
| e W q
— | |

4% 1@ bal] “ <

Magic Edit Magic Grab Grab Text FROM THIS To THIS




MAGIC STUDIO FEATURES

If you have Canva Pro, there are a ton of new magic features. Here is a quick preview of each.

MAGIC EXPAND
Add additional background to your image to “expand” the size of it.

Effects Adjust Crop

*% Magic Studio €D

®n 2
Qw L. ‘I‘% «

»

BG Remover Magic Eraser Magic Expand
-*lf ’ @ | i
- - ‘

Magic Edit Magic Grab Grab Text BEFORE

If you need to have more area around your photo, click
Magic Expand. A menu will come up and you have options
to choose from (see left screens).

Crop Expand *

Select a size

This image below is an example, Magic Expand has “added
& O more blue color to the left and right sides of the image.
Play with the options and see what is possible!

Freeform Whole Page 11

Images with faces, hands, or transparent backgrounds

may not work well when expanding. Learn maore,

Crop Expand *
Select a size
Whole Page 11 16:9

AFTER



MAGIC STUDIO FEATURES

If you have Canva Pro, there are a ton of new magic features. Here is a quick preview of each.

MAGIC EDIT
Magically change a detail in your image!

pra iy
x = o
Effects Adjust Crop

*% Magic Studio G

-
. ahe.

BG Remover Maglc Eraser Magic Expand

BEFORE AFTER

You can easily remove distractions or add new things to your photos with a few clicks.
Transform your photos by brushing over the areas you'd like to modify and then describing
what you want to add.

o BRUSH OVER AREA TO EDIT e SELECT A RESULT
OR GENERATE A NEW ONE

o DESCRIBE YOUR EDIT

CHANGE THE COLOR OF THE FLOWER TO
RED




MAGIC STUDIO FEATURES

If you have Canva Pro, there are a ton of new magic features. Here is a quick preview of each.

MAGIC GRAB
Selects and isolates and object from a photo. Great option to put text behind an object!

O
P =
Effects Adjust

*% Magic Studio €D

. .
BG Remover .rlmagct:r
=
18 %
£ =
COFFEE CUP IN IMAGE COFFEE CUP ISOLATED

GRAB TEXT
Magically isolates the text in a flat photo so you can edit! Change text, font, color, etc.

EDITABLE TEXT!



EDITOR BAR (ON THE LEFT SIDE)

Templates

School Back to school

T T
garag

sale

Search pre-made Canva templates
based on your file type

Color

of 1 |
11 B

Language

10

Templates
Recently used

League Spar
Histelfy

Combinations

ARCHIVO |

OFEN SANS

Click on Styles to pick by color
palette, font sets, images, etc.

Click on slider bars to search
templates by color
(or add your own color)




EDITOR BAR (ON THE LEFT SIDE)

So many to choose from! Search for
an element and choose from:

Q Search elements

Line Arrow Circle Square >

Recently used

See all

Graphics
;‘l’?" o)

A b

Al image generator

+ Generate your own

Shapes
Graphics
Al image generator
Stickers
Photos
Videos
Audio
Charts
Tables
Frames
Grids
Collections

click to filter!

Color
el | 1

"A Giraffe in a lilac Winter Orientation
. wonderland" Square
Vertical
"Astronaut resting on Marsin a
beach chair" Horizontal
Animation
Stickers Static
Animated
Cut-out @

Photos

1

Cut-outs only

Price

Free



EDITOR BAR (ON THE LEFT SIDE)

Q. CONFETTI 0 = TIP:

All Graphics Photos Videos Shape > If you find an element that you like,
—_— see the “Magic Recommendations”

: to find more in a similar style.
o i S
ST
d B

’,¢ Magic Recommendations See all

fer N
MH"'?-;I ‘w:- @w

TIP:
Cute Handdrawn School
Squiggles Click the 3 dots next to a graphic
View more by sparklestroke and when the pop-out menu

10 appears, hit “View collection” at the
bottom and all of graphics created
by that artist will appear on the left.

Free

cute school back-te-school
A great way to use similar elements
in one design!

handdrawn doodles

how all keywords

ﬁ? Star

Q. see more like this
B3 Add to folder
P Rreport

B8 View collection

<—

1



EDITOR BAR (ON THE LEFT SIDE)

(B

Design
Add a text box

QA = g
oo Brand Kit

Elements

Add a title

Add a little bit of body text
Default text styles

Add a heading

Add a subheading

Recently used

o th  FEELIN

&tasty. CUTE
Font combinations

FEELIN
CUTE

Background

Search for a font style:

Fonts

Brigiht Refro
Retropix
PRUZHEA RETRO
AWESOME LATHUSCA

Frunehy Sage

Use a pre-made font combination
(you can fully edit!)

CLOW Gt

& This icon means it's a
— Canva Pro feature.




EDITOR BAR (ON THE LEFT SIDE)

Add your own brand items:
Eﬂ Brand Templates

o Templates

Finish setting up your Brand Templates . Logos
e Colors
e Fonts
e Photos
e Graphics
e Icons

Maintain brand consistency by setting

up ready-to-use templates.

Set up your Brand Templates

&) Brand Kit

Logos See all

Colors See all

_

Color palette

Add a title

Add a little bit of body text

Photos

Mo brand photos set up yet

Graphics

No brand graphics set up yet

13 -



EDITOR BAR (ON THE LEFT SIDE)

Anything you upload or place on
the page will appear here.

Upload files . Images
e Videos
Record yourself e Audio

Images Videos Audio

Click "Upload files" to upload from:

o Computer
e Google Drive
e Instagram

‘ e Dropbox
'ﬁg e Google Photos

meet your st

Brand

house rules
e ®
@ ] Upload files
Upload

peiting around
u Google Drive
[ =

Instagram

Dropbox

Google Photos

Record yourself Click to record yourself in Canval

14



EDITOR BAR (ON THE LEFT SIDE)

This toolbar —
will pop out.

o~

select an item

change color

Weight

Transparency

15



EDITOR BAR (ON THE LEFT SIDE)

Everything you have created will
appear herel!

Your projects ® Designs
e Folders
e Images
All Designs Folders Images Videos e Videos
Designs Seeall You can search your content as well.

Untitled Design NAVIGATING CANVA

Folders See all

Purchased
Starred
i
I:DIIGDS

Images

16




EDITOR BAR (ON THE LEFT SIDE)

Discover
Featured

Elevate your designs with
text options >

TypeCraft

Text customization

Trending

More from Canva

Charts

dd %

Audio Backgrou...

Bulk crea...

17

This would take another book to
explain all of these!

Navigate through all of the extra
apps that you can use in Canva.

Click on the app type to see even
more (i.e. Charts).

Once you add an app, it will appear
under "Your apps" at the top (and
also on the bottom of the editor bar).

APP FAVORITES:

TypeCraft
(allows you to warp text)

BrandFetch
(search for color palettes, logos and
images for popular brands)

Magic Morph
(uses Al to change your elements)

LottieFiles
(100,000+ scalable animations)

CanLorem
(helps generate Lorem Ipsum for
placeholder text)

Mockups
(great for a variety of mockup
photos for your designs)



EDITOR BAR (ON THE LEFT SIDE)

Record Yourself

Aerial Shots

Mature Seeall

T E
i

{

12.-{>s

Business See all

See all

Landscapes See all

These three features are a quick
way to navigate to photos,
videos and backgrounds.

Search by color as well!

18






THE BASICS: TEXT

One of the most critical elements in any design is text. You're not just tossing words onto a
canvas; you're incorporating them as vital components of your overall aesthetic. In Canva,
you have the creative flexibility to make your text shout, whisper, or carry on a casual
conversation. This section guides you through the ins and outs of text manipulation in
Canva, from the basics of adding and formatting text to more advanced styling
techniques.

Gordita ~ - 16 |+ .A_ B I U 5 apn = iz ZI Effects © Animate Position E.’ ? @

ADDING TEXT
Starting with text in Canva is as straightforward as clicking the "Text" tab on the sidebar.
Or simply hit the “T” key.

FONT SELECTION

Fonts carry personality; they can be formal, casual, playful, or severe. Canva offers a wide
range of fonts under the "Font" dropdown when you've selected your text. If you've got
particular brand fonts, you can also upload those. Experiment until you find the font that
nails your message.

TEXT ALIGNMENT

You're not just stuck slapping your text in the center of your design. Use the text alignment
options to shift your text to the left, center, or right of its text box. This seemingly minor
adjustment can make a significant difference in how balanced your final design looks and
feels.

TEXT EFFECTS (BOLD, ITALIC, UNDERLINE)

Text effects are like the spice rack of your design kitchen. A little goes a long way. The
"Effects" button reveals several ways to emphasize your text, including bolding, italicizing,
and underlining. Use these sparingly to highlight key points or create contrast.

LINE SPACING AND LETTER SPACING

Ever feel like your text is too squished or too stretched out? That's where line and letter
spacing comes in handy. Adjust the space between lines or individual letters by selecting
your text and using the "Spacing" option. Perfect for when you want your text to breathe or
snug up for a cozy feel.



THE BASICS: COLORS

Colors are more than just decorative elements; they breathe life into designs, set the
tone, and evoke emotions. Canva understands the power of color, providing users with an
extensive palette and tools to ensure that your design radiates exactly the vibe you
envision. This guide will illuminate the process of color selection and application in Canva,
from basic choices to advanced combinations.

NAVIGATING CANVA'S COLOR PALETTE:

To start, click on any design element (text, shape, background, etc.). A color circle
icon will appear in the toolbar.

Clicking on the icon will unveil Canva's default color palette. Here, you'll find a myriad
of shades perfect for any design.

CREATING CUSTOM COLORS:

Want a specific shade? No problem! Click on the '+' symbol in the color menu.

You can now either use the color picker to select a shade or input a hex code if you
have one. Once chosen, your custom color is saved to the palette for future designs.

USING COLOR HARMONIES:

Canva often suggests complementary colors based on the ones you've already
chosen. These harmonious suggestions can aid in creating a visually appealing design.

APPLYING GRADIENT EFFECTS:

Some elements in Canva support gradient colors. If available, you'll see the gradient
option next to solid colors. Select it and then choose two colors to create a gradient
effect.

THE COLOR WHEEL AND COMBINATIONS:

For those seeking advanced color coordination, navigate to the 'Colors' tab on the left
panel. Here, you'll find the color wheel tool, which helps in selecting analogous,
complementary, or triadic color schemes for a harmonious design.

APPLYING COLORS TO MULTIPLE ELEMENTS:

If you wish to apply a color to multiple elements simultaneously, simply select all
desired elements (by holding down the Shift key) and then choose a color from the
palette.

USING BRAND COLORS:

For those with Canva Pro accounts, you can set specific brand colors that remain
consistent across all your designs. This is immensely helpful for businesses or
individual brands wanting to maintain a consistent visual identity.



THE BASICS: PHOTOS

Images play a pivotal role in bringing your designs to life.
They are not just visual fillers; they're the heart of your
composition, evoking emotions, setting the mood, or
conveying a message. Canva recognizes this importance
and provides you with an array of options for incorporating
images seamlessly. This section will guide you through the
intricacies of image utilization in Canva, from the
fundamental steps of adding pictures to the advanced
maneuvers of refining them.

Search photos
& CHOOSING FROM CANVA'S LIBRARY:
Begin by clicking on the 'Photos' tab located on
the left-hand side of the editor.
Dive into Canva's vast collection of high-quality
stock images, curated for different moods,
themes, and purposes. Simply type keywords into
the search bar to find images that suit your needs.
Drag your chosen image onto your canvas or click
on it, and it'll automatically get added to your
design.

UPLOADING YOUR OWN IMAGES:

Personalize your design by using your own
pictures. Click on the 'Uploads' tab on the left
panel.

Click the 'Upload Media' button and browse your
device for the desired image file(s).

Once uploaded, these images will be available for
you to drag and drop onto your canvas just like
Canva's stock images.

IMAGE FORMATTING AND ADJUSTMENTS:
Select the image on your canvas to reveal a range
of formatting options. Here, you can crop, flip, or
adjust the transparency of your image.

POSITIONING AND LAYERING:

Easily move your image backward or forward in
relation to other elements by using the 'Position'
tool. This ensures every element sits exactly where
you want it in the design's hierarchy.







USE THE "TIDY UP" FEATURE TO ALIGN

from this to this!

This works with any shapes, lines, images, etc. and aligns the objects both
vertically and horizontally. Great for notes lines! Here's how:

Space evenly

T Vertically o] Horizor
[ | —— ’
te Position o = Tdyup
Select all of the objects From the top toolbar, Click the "Tidy up" feature

at once click on "Position" and you are done!



IS YOUR LINE STUCK TO AN ELEMENT?

Mac Users: If you have drawn a line and it gets “stuck” to an element,
hold the command key, click on the line, and it will no longer stick to
it.

3t

command

\ T~

STUCK TO THE ELEMENT LINE NO LONGER CONNECTED




CHANGE COLOR IN MOCKUP PHOTOS

Sometimes the color of that t-shirt, sweatshirt, whatever, is not the color you
want. Follow the steps below to change the color of an item in an image!

oy

l‘.\ . -
R '
N B iR

HlJIfJ','ﬂ'*?: e

| B

fx 2 @) Edit photo

Effects Adjust Crop .
4 1
Wit .
ale . 6’*
7#< Auto-adjust =
Scroll to “Color edit” and

Click “Edit photo” and click on the “Adjust” menu change out the colors!

Color edit




CREATE DIMENSION BY PUTTING TEXT BEHIND IMAGES

from this to this!

N\

M—E  Elk

Text on top of the house Text behind the house

Place an image on your page Select the image and duplicate
it (hit command + D)

e

- |
2 P S R

BG Remover

Now type your text (it will still

Select BG remover to be on top of both images).

remove the background

(the sky in this example) Quick tip: Hit "T" for a text box

Edit photo F

Select the top image only
and hit "Edit photo"
in the top toolbar

te Position =

With your text selected, hit
Position and move it Backward
until it is between the two
images. Make sure both images
are placed in exactly the
same place!



CREATE DIMENSION BY PUTTING TEXT BEHIND IMAGES

From this

To this!
N

Text behind the house

*$ Magic Studio €D

“ .3

Try the new “Magic
Grab” feature to do
this even faster!

The house is isolated so you can
add your text behind it!



MAKE TEXT POP WITH A TRANSPARENT GRADIENT

From this to this!

If your text is hard to read over an image, use a gradient shape over it
and convert one end color to 0% transparency (clear).
Step-by-step instructions on the next page.



MAKE TEXT POP WITH A TRANSPARENT GRADIENT

1ape . —

Create a In the top toolbar, click
rectangle  (type on the color square
the letter "r")

ape [l S
Linear gradient 90° #000000, #737373
While clicked on the Hover over the color to
gradient shape, click the see the purple slider bars,
color square again then click on the sliders
o — _
Gradient colors I .
O B
]
BN -
— | #DDOOOO 10 #
Style =
Slide the transparency bar
. all the way left to 0%
Click on one of the colors (shown here at 10%)
(black shown)

EEE
EEEEEN
TTET

Select a gradient from the
bottom of the menu
(pick any one)

Solid color Gradient

Gradient colors

mm -

HO00000 100 F3

This menu will pop out.

Solid color Gradient

Gradient colors

N

The colors should appear like
this and you can place your
shape over your photo.

EYEDROPPER TIP! In Canva Pro, you can use the eyedropper tool to select
‘53 a color from something else (your image, a graphic, a color of a shape, etc.)



USING Al IMAGE AND VIDEO GENERATOR

Under the elements tab, scroll to Al image generator and
click the + button to generate your own.

Al image generator Magic Media

Images Videos (NEW

—+ Generate your own

Text to Image

ibe the image you want and we'll

erate it for you

type in
your

prompt
h ere Try an example e

See all

choose an image style
or leave it as none

Dreamy Anime

Aspect ratio

choose the aspect
ratio you want

O = 0 <

Landscape Portrait

hit “Create your image” Create your image

19



SAMPLE PROMPTS & IMAGES GENERATED

golden retriever dog wearing a sweater, watercolor pink
living room, blur background rose painting

anime girl, dark hair, sitting at a laptop, Bedroom melting into the ocean, 4k
books, desk (Dreamy style applied)

19



BONUS! MAC KEYBOARD SHORTCUTS

]

Add a textbox Add a circle Add a rectangle / square Add a line

+ 4 + >
shift rormirreaec .

Make a font larger

+ ® | 4 | <
shift comimand :

Make a font smaller

COMmuTsand commiand

Duplicate an item Group items




FROM

Canva Keyboard Shortcuts

01. Moving Elements

Move element 1 pixel Move element 10 pixel Deselect element
arrow keys shift + arrow keys esc key

Move element up or down Select next or previous element

command / ctrl + brackets / up command / ctrl + alt / option
and down arrow keys + brackets

02. Text

Left align text Center align text Right align text
command / ctrl + shift + L command / ctrl + shift + C command / ctrl +shift + R
Copy style to another text box Paste style to another text box Match textbox width in a group*

command / ctrl + option / alt + C command / etrl + option / alt + command / ctrl + option / alt +

Add text element Transform text to uppercase
Tkey command / ctrl + shift + K

*works with, grouped textboxes ( command / ctrl + G )




FROM

Canva Keyboard Shortcuts

03. Other useful shortcuts

-i.

Start searching Delete selected element Copy elements
Back slash key delete key command/ ctrl + C
Paste elements Group elements Ungroup elements
command / ctrl +V command/ etrl + G command/ ctrl + G
..Ir- -i_A -*.'..
Undo action Redo action Increase grid padding
command/ ctrl + Z command/ ctrl + shift + Z shift + alt / option + plus / hyphen keys
Zoom In/Out Select all elements Show grid lines
command/ ctrl + plus or hypen keys command/ ctrl + A command/ ctrl + colon {twice)
i
mm . mmesTr [l A
Resize proportionally add or remove selected elements Select element behind
shift + drag shift + click surrounding elements command/ ctrl + click
overlapping elements
I' -----
B B BB
Presentation mode Duplicate element

command/ ctrl + shift + return / enter command / ctrl + option / alt + C



