


What is Canva?
Canva is a design platform that allows users to create marketing materials with
pre-curated graphic design elements.
The library has given each branch access to their own Canva account; ask your
branch manager how to get access.
With Canva Pro, users have access to a plethora of tools that can make the
graphic design process easier than Adobe products.



Home Page



Important Buttons
When you’re ready to
create a design
click here

Click here when you want to access your
past projects

Click here when you want to go back to the
home page



Projects

To find past projects, use the Projects icon on the Canva home
page. Organizing your branch’s projects into folders is a great

way to stay organized and to find your files easier!



Creating a Design
When you click “Create
a Design” it will bring
up this pop up menu.

From here you can
choose what kind of
design you are trying

to make.

If you know what size you would like, use the
Custom size option in the left column



Design Page



Tools: Design

Design is a space that has premade templates that
you can use with your Canva Pro account.

These are customizable so that you can start with a
template and make it your own.

Use the search bar to type in the type of document
you want to create such as a flyer, social media

banner, calendar, etc.



Tools: Elements

Elements is where you will find all
kinds of items that you can add to

your document.

You can find graphics, shapes,
photos, frames (to insert photos

into) and more!



Tools: Top Bar Options
Elements Top Bar:

Click this to edit the look of your element from filters to effects

Change the color of your element

Crop your element
Flip your design

Make your element opaque

Choose where
your element is
on your design



Tools: Top Bar Options

Graphic Effects is where you can make adjustments to your
graphic elements. 

The best way to figure out what each one does is to experiment!



Tools: Text

Text is where you can add and find
custom text options.

There are all types of fonts and effects
that you can use to customize the words

on your design!



Tools: Top Bar Options
Text Top Bar:

Click this to change the font

Change the size of the font

Change the color of your font

Usual Text Tools

Alignment and Bullet Points
Effects for your text



Tools: Top Bar Options

Text Effects is where you can edit your text and
make it stand out. 

When you click on each of the buttons to the right,
adjustment slides and a color wheel will show up.

You can move these to make your text look different.



Tools: Brand

Brand is where all of our East Baton Rouge Parish
official logos, colors, and more are stored! Please
make sure to read through the branding rules to

make sure you are using these correctly. 



Tools: Uploads and Images

Uploads is where all of the pictures you upload to
Canva are stored.

Once you are finished with a design, make sure to
delete the uploads in that file to save storage space

on your branch’s Canva. 

To upload a .jpeg or .png; simply drag the file onto
your design or click the “Upload files” button. 



A

Tricks
Keyboard Shortcuts (Your new BFF)

Copy an element or text

Cut an element or text

Paste an element or text

Undo last action 

Redo last action 

Group elements together

Add Text

Select all elements

For more Canva shortcuts, visit:
www.canva.com/help/keyboard-shortcuts/



Can be found under the Hub -> Training & Development -> Handbooks and Manuals -> EBRPL Brand Style Guide

Rules
East Baton Rouge Parish Library requires certain things to be used or regulated while
making your designs!



Rules

Make sure to use the correct logos on your designs!
[These should be located under the Brand Tool]



Rules
Have fun with your designs but if you need help,

use these guidelines to start you off!

You can use different fonts in your designs for in
house use! Make sure to check with your
department for rules regarding specific
fonts allowed on calendars, social media
posts, etc.
Hex Colors are the main color codes used on
Canva. If you are looking for a specific color, Google
“[insert color name] hex code” and it should come
up in the search results.



Rules

Here are the ABSOLUTES of the rules!

Every branch should use these guidelines for writing
so that all of our communications are uniform to our

patrons! Take a chance to read through them and
highlight the ones that you use most!



Rules



Rules
Lastly, always remember...

and don’t share your passwords with patrons!


