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Remember the Tech-Talk Database (www.tech-talk.com).  Login in with your organization’s member 

username and password.  Find additional articles on creating graphics. 

 

KEY POINTS 
 

A FEW WAYS TO GET STARTED 

1. Blank (with a template) – When you already have an image and maybe just want to add some 

text – like for a social media post. In the left navigation you can use the green Create a Design 

button and pick a template type.  

2. Blank (with your own dimensions) – If you have a custom size image that you want to create, in 

the left navigation, click the Create a Design button and choose Custom dimensions and key 

those in by pixels or inches. 

3. Use a Design Template – Use on the many templates the Canva has provided. They are fully 

customizable. Go to the Create a Design button in the left navigation, scroll through the page 

and find a template to use. Or, at the top of the page, click the Create a design text option to see 

more choices. 

WHERE ARE THE EDITING TOOLS? 
 

When you click on any element (a text box, an image, etc.), a new set of editing tools (icons) 

appear at the top. The tools vary based on the type of element you’re in. 

WHICH CANVA IMAGES AND BACKGROUNDS ARE FREE? 
 

Hover over the background.  If the word “free” pops up in the lower right corner, there is no 

charge.  If “free” does NOT appear, then you either need to have a premium account, or you can 

pay $1 for that specific image. 

HOW DO I USE MY OWN IMAGES? 
 

The “Uploads” folder has everything that you have brought into Canva, not the Photos area. Go 

to Uploads and add your own images, icons, logos, etc… to use in your designs. 

HOW DO I SAVE SOMETHING I’VE CREATED? 

Canva automatically saves everything. You can also click on File and choose Save. 

WHERE ARE THE ITEMS I’VE CREATED BEFORE? 

To find your saved designs, from the Home page in the left navigation, click the All your designs 

option. Or, scroll down the Home page to find the Your designs section. 

HOW CAN I MAKE A COPY OF THE ITEM I’VE CREATED? 

There are a few ways. Inside your design, you can use the “copy” symbol in the upper right (the 

double pages) to copy the item you’re working on into another page in the same document.  This 

is a handy way to experiment with your design.  Make a copy and try new things there so that you 

don’t mess up your original. Or, to create a new file copy, go to File and from the drop-down menu 

choose Make a copy. 
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