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      Canva is everywhere these days, and having even basic Canva skills is becoming incredibly useful, marketable, and, dare I say, essential! Canva is a user-friendly design website that allows you to effortlessly create almost anything, from party invites and journal pages to social media posts and graphics to full eBooks and workbooks.

      Mastering the basics of Canva means you can not only modify, edit, and adapt purchased templates to your liking, but you might even find yourself developing your own products, documents, and graphics. Whether it’s social media posts and a logo for your business or whole products that you can sell for profit, Canva has you covered.

      Many workplaces are now using Canva, making it a crucial tool to add to your toolbox. Although Canva is packed with tools, don’t get overwhelmed if you're new to the software. Take it step by step, explore and play, and don’t be afraid to leverage other people’s hard work by purchasing templates, especially while you are learning.

      Throughout this book, I will focus on teaching you design skills. I apologize if some of the designs don't look very fancy or to your liking. That’s where you come in. I hope this overview of the essentials in Canva will empower you to harness this incredibly useful tool!
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      It is easy and free to make a Canva account! Just head to www.canva.com. You should see a page like the following:

      
        
          
            [image: Canva sign-up or log in web page.]
          
        

      

      Click the “Sign up” button in the top-right corner of your screen. You will then see the following screen:

      
        
          
            [image: Screenshot of the Canva log in or sign up options.]
          
        

      

      Choose the sign-up method that you prefer, click the button, and complete the steps to create a Canva account. I usually use Google for all mine, but it is completely up to you.

      You've just gained access to an incredibly powerful yet user-friendly design tool.

      Your next question might be: Do they have mobile or desktop versions, or is it all browser-based? The answer is yes to all.

      I personally use the Mac desktop version the most, and from my experience, it isn’t much different from the browser version.

      Throughout this book, I'll be using screenshots from the browser version on my iMac with a Chrome Web browser in dark mode. If you can navigate the browser version, transitioning to the desktop or mobile versions should be seamless. Get excited, because you can do a lot with a free account!

      To learn more about the differences between free and paid accounts, head to "Canva Free Versus Canva Pro Version."

      Now, let’s get familiar with the interface!
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      If you're not yet logged into Canva, go to www.canva.com

      Click the "Log In" button on the top right of your screen and follow the steps until you get completely logged in.  See the example screenshot below:

      
        
          [image: Main Canva screenshot after login with overlays clearly showing Toolbar, Canvas, and Sidebar areas.]
        

      

      I know your screen doesn’t have these different boxes, but I wanted to show you at a high level what each section is for.

      The toolbar is the easiest way to search for a template! This is also where you can easily search for projects you have already created.

      Below that, you will see the canvas. This is where there are categories of templates laid out for easy access. Once you have begun creating your own projects, you will also see your most recent work there.  It is also where you create your designs.

      To the left, you will see the sidebar. The sidebar changes to show you possible options that you can utilize.  It is like your toolbox, which has all the cool things at your disposal to help you create a masterpiece.

      Now that we have an overview, let's dive deeper into the interface.

      The toolbar provides lots of options. Let's talk about them one by one. In the top right corner, you see two buttons.  See a sample screenshot below:

      
        
          [image: Image of The Toolbar with arrow pointing to two buttons in top right corner we are going to cover.]
        

      

      If you already know exactly what size project you would like to create, then you can click the "Custom Size" button. A window like the one below will open:

      
        
          [image: Screenshot of the pop up window you see after you click the “Custom Size” button.]
        

      

      You can change your units with the drop-down; it defaults to pixels. You can input the width and height you want. They do provide suggestions, but I usually don’t come here unless I want a customized size.

      The other button in the top right corner is the "Upload" button. This is when you have something you want to start with and modify. If you click it, a window like the one below will open:

      
        
          [image: A screenshot of the pop up window you get if you click the “Upload” button.]
        

      

      At the very bottom of the pop-up window. You will see "Canva supports images, videos, and files.".  If you hover your mouse over one of them, it will pop up a list of the file extensions that Canva supports for that type of upload. If you upload something, it should default to the size of the upload.

      To upload a supported type, you can either drop it in the pop-up window or click the "Choose files" button. The "Choose files" button will pop up the default desktop or device folder view for you to find, select, and open the item you want to upload.

      The next thing we want to talk about is the search box. See the screenshot below:

      
        
          [image: A screenshot of the toolbar with an arrow pointing out search bar.]
        

      

      If you click in the box, it will pop up a window, as shown below:

      
        
          [image: A screenshot of the pop up box you get when you click in the search box.]
        

      

      Notice that the "Templates" tab is highlighted. This indicates that the box will display recent templates you have searched for, as well as suggested ones at the bottom. These are pre-made templates provided within Canva, depending on your subscription level. Additionally, anything you type in the search box will only search through templates.

      If you click on the "Projects" tab, it will switch to designs you have created. It will show you recent searches within projects and the latest designs you have worked on. If you are just starting out, you won’t have any projects yet.  Anything you type in the search box will only search for your projects.  I find myself searching all the time and wondering why Canva has no templates.  I then discover that I have the "Projects" tab selected.

      What if we wanted to search for pre-made templates for baby showers? You would click the "Templates" button, then type in “baby shower” in the search box and hit enter, and it should fill the screen with premade templates for you to choose from. See a sample screenshot below:

      
        
          [image: A screenshot of templates found when you type in baby shower in the search box.]
        

      

      Some templates have a crown icon in the bottom right corner, indicating they are only available with the Canva Pro version.

      If you look just above the first template, you'll see 24,082 templates. That's a lot to choose from! To help you narrow it down, use the "All Filters" button and the "Category" drop-down located above the templates. You could easily spend hours browsing for the perfect one. If you don't find exactly what you're looking for, you can redo your search or choose a close match and modify it to fit your needs.

      If you hover over the top right corner of a template, two icons will appear: a star and three dots. Clicking the star will mark the template as a favorite, while the three dots will provide you with additional options.

      The last element in the toolbar is a series of circles located beneath the search box. Each circle is labeled with a specific topic and acts as a shortcut to related templates. See the screenshot below:

      
        
          [image: A screenshot of the toolbar pointing out the topic circles with a red arrow.]
        

      

      Clicking on a circle will open templates associated with that topic. You can use any toolbar option to start a new design. Personally, I find the circles most useful, but it depends on what I’m creating and which option suits my needs. The key to the toolbar is not to feel intimidated by it. It’s designed to assist you, and there’s no right or wrong way to use it. It’s all about discovering what works best for you.

      Now, let's move on to the canvas. You've already been using the canvas, but let's explore it in more detail.

      The canvas is your main work area, where you'll find various template categories for easy access. Once you start creating your own projects, your most recent work will also appear here.
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This Font Software is licensed under the SIL Open Font License, Version 1.1.
This license is copied below, and is also available with a FAQ at:
http://scripts.sil.org/OFL


-----------------------------------------------------------
SIL OPEN FONT LICENSE Version 1.1 - 26 February 2007
-----------------------------------------------------------

PREAMBLE
The goals of the Open Font License (OFL) are to stimulate worldwide
development of collaborative font projects, to support the font creation
efforts of academic and linguistic communities, and to provide a free and
open framework in which fonts may be shared and improved in partnership
with others.

The OFL allows the licensed fonts to be used, studied, modified and
redistributed freely as long as they are not sold by themselves. The
fonts, including any derivative works, can be bundled, embedded, 
redistributed and/or sold with any software provided that any reserved
names are not used by derivative works. The fonts and derivatives,
however, cannot be released under any other type of license. The
requirement for fonts to remain under this license does not apply
to any document created using the fonts or their derivatives.

DEFINITIONS
"Font Software" refers to the set of files released by the Copyright
Holder(s) under this license and clearly marked as such. This may
include source files, build scripts and documentation.

"Reserved Font Name" refers to any names specified as such after the
copyright statement(s).

"Original Version" refers to the collection of Font Software components as
distributed by the Copyright Holder(s).

"Modified Version" refers to any derivative made by adding to, deleting,
or substituting -- in part or in whole -- any of the components of the
Original Version, by changing formats or by porting the Font Software to a
new environment.

"Author" refers to any designer, engineer, programmer, technical
writer or other person who contributed to the Font Software.

PERMISSION & CONDITIONS
Permission is hereby granted, free of charge, to any person obtaining
a copy of the Font Software, to use, study, copy, merge, embed, modify,
redistribute, and sell modified and unmodified copies of the Font
Software, subject to the following conditions:

1) Neither the Font Software nor any of its individual components,
in Original or Modified Versions, may be sold by itself.

2) Original or Modified Versions of the Font Software may be bundled,
redistributed and/or sold with any software, provided that each copy
contains the above copyright notice and this license. These can be
included either as stand-alone text files, human-readable headers or
in the appropriate machine-readable metadata fields within text or
binary files as long as those fields can be easily viewed by the user.

3) No Modified Version of the Font Software may use the Reserved Font
Name(s) unless explicit written permission is granted by the corresponding
Copyright Holder. This restriction only applies to the primary font name as
presented to the users.

4) The name(s) of the Copyright Holder(s) or the Author(s) of the Font
Software shall not be used to promote, endorse or advertise any
Modified Version, except to acknowledge the contribution(s) of the
Copyright Holder(s) and the Author(s) or with their explicit written
permission.

5) The Font Software, modified or unmodified, in part or in whole,
must be distributed entirely under this license, and must not be
distributed under any other license. The requirement for fonts to
remain under this license does not apply to any document created
using the Font Software.

TERMINATION
This license becomes null and void if any of the above conditions are
not met.

DISCLAIMER
THE FONT SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND,
EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO ANY WARRANTIES OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT
OF COPYRIGHT, PATENT, TRADEMARK, OR OTHER RIGHT. IN NO EVENT SHALL THE
COPYRIGHT HOLDER BE LIABLE FOR ANY CLAIM, DAMAGES OR OTHER LIABILITY,
INCLUDING ANY GENERAL, SPECIAL, INDIRECT, INCIDENTAL, OR CONSEQUENTIAL
DAMAGES, WHETHER IN AN ACTION OF CONTRACT, TORT OR OTHERWISE, ARISING
FROM, OUT OF THE USE OR INABILITY TO USE THE FONT SOFTWARE OR FROM
OTHER DEALINGS IN THE FONT SOFTWARE.
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