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Canva Plans Pricing -

Free +250,000 free templates;+1million free photos & graphics; wide range of
printable products to design & get delivered to your door; 5GB cloud storage

There are also free,robust versions forteachers,schools,and districts.

+100 m illion premium stock photos,videos,audio, & graphics;
CanVa PI‘O unlimited features, folders,and premium content;+610,000
$119.99/ yr. templates;can resize designs;remove background;schedule social
media content;24/7 customer support; ITB cloud storage

Canva Pro features,plus:set which elements your team

Canva for Teams can edit/template locking;team reports and insights;

$149.90/ yr. payas you grow
up to S people I[fhave more than S people on the team,the price goes
up.

@R https://www.canva.com/pricing
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Canva Structure

Owner Ifyousetupthe Canva account,you are likelythe "owner." There can
only be one owner. Unless you designate someone else,you willalso be
the administrator ofthe Canva account.

o The administrator can add people to the team and remove
Admlnlstrat()l’ them,create folders,and set permissions as to who can edit
designs or just view them .




Canva Structure

Teams

Underthe administrator,you can have teams. Setting up a team can be
helpfulifcertain people want to collaborate, work on specific projects,
etc. You can create ateam with a maxmum of3,000 people,including
yourself. Each person can create orbe part ofup to 100 teams.

But once you create more teams,the PRICE GOES UP.Included with
the Canva Pro account are up to five teams. Example:If you go up to 10
teams,the annual price would be $874.90.

The adm inistrator can set permissions for the team (s).

Within yourteams,you can set up groups. You can name the group,
add people to the group,share designs or folders with the group.
(Idon't see that there is a limit to the number ofgroups you can have.)

The adm inistrator can set permissions for the group.




%

Click on the gearicon --top right ofthe screen nearthe purple "create a design”
button. That opens to the basics about your account (left side panel).

= Canm Design spotlight « Business « Education ~ Plans and pricing « Learn ~ (} Search your content or Canva's i {‘:’} D Create a design @

For you Whiteboards Presentations Social media Videos Print products
@ Donna Eggers's Team
Pro= &
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Get ideas

FLOWING Jude
Learn more - ;
() Home Whiteboard Invitation (Portrait) Infographic Graph Facebook Post (Landscape) Presentation {16:9) Video Brainstorm
[ Templates
B3 Projects
v The biggest announcements from Canva Create 2022 P Watch the recap
Tools
Brand prER——
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E Content Planner BRAINSTORM | Wy b—
. @ &1/ M e
sar Discover apps ' =
Docs Websites Whiteboards Videos Print products Presentations
% Smartmockups Bring the power of design to Create beautiful, responsive Get ideas flowing with infinite Video editing has never been Customize a wide range of Reimagine how you present
your documents. Launching one-page websites for any space to collaborate with your easier. Try one-click Video print products to suit your with cinematic presentations,
_ soon, sign up to the Canva occasion and choose a custom  team from anywhere, and stay Background Remover and our style - all delivered straight to full of inspiring content and
S Docs (Beta) today. domain name. in sync with a timer. epic animations. your doorstep. animations.
@ Donna
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Team Details

On the left side panel,click on "team details." You can edit the name of your team

there.

C{U’lm Design spotlight « Business Education - Plans and pricing ~ Learn

@ Donna Eggers Team details

Ictl.marketing@gmail.com
Logo and homepage banner
@ Your account
Help your team recognize your brand in Canva by uploading your

logo and customizing the homepage banner with your brand colors.

. . Remove
E] Login & security

B Email preferences

Name
Te a1 D C t d lls Donna Eggers's Team
@ Donna Eggers's Team
:= Team details Description

Mo team description

S8 People
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Add People to Team

Click on the "people"button below "team details."

. , , o Great collaboration starts with a great team!
This 1s where you can mnvite people to join your team..

Invite up to 4 more team members on your Canva Pro plan at no extra cost.

[ Keep your team organized with all your stuff in one place

O nour Ca nva P roaccoun t 9 I cou ld in Vlt cu p t 0 fO ur @ Keep your branding consistent with shared colors and fonts
maorc p cCO p le t() b c On th c te am. (D Move faster by working together - editing and commenting in real time
Invite people

Click on the purple "invite people" button.

Be carefulthat you don't create more teams than you

People (1)
want to pay for.
If you are the recipient ofa team request,you'll get o |
that invitation via em ail or private link, which will take @ Donna Eggers it
you directly to Canva. An em ail invitation 1s valid for
30 days and can only be used once. +  Invite people
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People on Team # -

Under the "people"tab,you'llsee yourteam members. The adm inistrator can set or
change the permissions ofeach team member here.

Canm Design spotlight «  Business ~  Education~  Plans and pricing ~  Learn ~ @ & QA Z’m

,,]_# Rach People (10)

rach@yourcompan

@ Your account

(@ Login & security Name Email Team role

B2 Email preferences f o
Matt matt@yourcompany.com Member ‘ I - '

0 Homely a Claydan claydan@yourcompany.com Member -~ ; \
1]

‘o

i= Team details

3 Jessica jessica@yourcompany.com Administrator ~ Provide feedback directly on designs
48 People . Keep your visual branding consistent
Use folders to organize shared
& Groups @ Lucille lucille@yourcompany.com Administrator e
content
B Billing & plans ~" Access all your team’s designs in one

AL Reports ® under the People tab. place

 2:44/7:46 - How to add people to your team >
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Groups

@ Donna Eggers's Team Click on the "gI’OU.pS" tab below "people."
s= Team details < e .
- This 1s another way to organize and share work. You can drag and
S People drop designs or folders to share faster with groups on your team.
& Groups . '
The admin can choose who can create groups.(Idon't see that

£ Billing & plans there 1s a lim1it to the number of groups.)

Donna Eggers's Team » Createa group
{1 S50 & provisioning

Your group nhame
1|l Reports

< "

Add members to group To get started, click on "create a

@ Permissions Groups let you share designs and folders to multiple people at once—start by group’" namc the group, and add

adding your team members!

131 Apps members to it.

Donna Eggers ¥  Add another persor
Y= Purchase history
o ! Type one or more names or emails
@ Domains Create group
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Permissions

Permissions

Set up team permissions for better team administration

+" Invite your team to get the most out of team permissions 7

" . . " . + Manage your team with tools to control how your team designs in
Under the "permissions" tab, left side e CONCD3DIA
panel, there arc tabs for access) Canva ~ Teams of up to 5 people for no extra cost

El

content,publishing,and team content.

Th ese can a 11 b e se t b y th e a d m lIl IS trat Or. Access Canva content Publishing Team content

Team access

Who can invite new members?

Only administrators v

Role access

Set roles

Administrators only

for lerarles




Recent Designs

When Iload Canva,it opens with allofmy "recent designs" on the homepage.

= Cawa

Design spotlight w BUSINESS w

Donna Eggers's Team

Education ~

Flans and pricing

Learn «

» The biggest announcements from Canva Create 2022
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Docs Websites Whiteboards Videos Print products
m] Home Bring the power of design to Create beautiful, responsive Get ideas flowing with infinite Video editing has never been Customize a wide range of
your documents. Launching one-page websites for any space to collaborate with your easier. Try one-click Video print products to suit your
soon, sign up to the Canva occasion and choose a custom team from anywhere, and stay Background Remaover and our style - all delivered straight to
[H Templates = =
Docs (Beta) today. domain name. in sync with a timer. epic animations. your doorstep.
£ Projects
Tools Recent designs
Brand w
3 p.m. Break: w . 3 p.m. Break: 21 .
E Content Planner Public Library Consultant
C|{.‘|r’ Ritter Thaa ldakva Caivnisaion for Lilbrasdies ICFLE L a Asa sate agency, which activibess are the F2AL HOT
A prien bounzaton : _ allowed 1o perfarm?
T Discover apps c,ﬂ_rﬂgﬂbﬂ;cj,f“a“ B ey agery B || 1 A Prositie legal advioa e libeary <al™an bzands
nee © wlali agansy | ? 8 ;".r" E Lok,
Auget & 2022 D, feslfosdrestaurant e | .l C. Hald abake sila i tha Caphol
£ hl 1 o Ak e pboe
& Smartmockups
Starred
Canva Training-2.0 presentation-NASA |D Space Grant break slides-Directors' Summit slides-directors summit-sample-Canv...
M Donna 920 x 1080 px Presentation

Presentation Canwva Training

MONTHLY

Presentations
Reimagine how you present

with cinematic presentations,
full of inspiring content and
animations.

Tranznoriaricn

BUDGET

Graph templates

oo o N @

Pp Watch the recap
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Reminder control+z

Canva autosaves your designs every few seconds.If you need to change something,
quickly push "control"plus "z"to undo.

The autosave 1s a helpful feature so you don't lose your work. (Canva 1s web-based and
can sometimes be glitchy.)

Tip:

If you like where your design i1s but you are getting ready to make a change,duplicate
the page first. (You can delete the duplicated page later.) That way,1f you don't like the
change(s) you made,you can easily go back to where yourdesign was.

You'llbe surprised how much a font or colorchange can impact a design -- for the
better ornot so much.




Projects / Folders

From the left side panel, click on "projects." From there,you'llsee your designs

" n:

separated out by "recent,” "folders," "images,"and "videos."

If you click on the "folders" tab,you'llsee an "add new"button on the farright. You will
be able to name yournewly created folder.

Hover over your new folder and three dots appear. You can rename the folder,star it (so
it shows up on the side panelfor easy access),share it,or delete 1it.

If you click on "share,"you'llbe able to enterthe name oremaillofsomeone on your
team to share the folder with.

The adm inistrator can set permissions for folders,including "can edit"and "can view."

Within yourteam folders,you can import a variety oftypes ofdocs and files, ncluding
PDF,PowerPoint,and Illustrator files.

Commission
for Libraries




Tip edit PDF

You can edit a PDF in Canva.

Just drag and drop the PDF from your computer/device to a Canva folder or to "uploads”
if you're in a design. Then,drag the PDF into yourdesign,and it's completely editable.
(graphics and text)

oh]
2
(o

“Read"with
your ears...

Listen to audiobooks anywhere, anytime with
Sora, the student reading app.

L3
Listan before first bell, 50 8% your oW pace -
during lunch, o on the bus. pauze whenewer you like.
A

AudiobooksForTeen... Untitled Design
BAQ x 1080 px BS5x1lin

Dizcover the homest new

audicbooks, instanthy.

Graph templates Canva training 2.0

Folders

. Create folder

A Purchased + Add page
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Tip PPT

You can edit and/or create a PowerPoint in Canva.

To edit an existing PowerPoint (PPT),just drag and drop the PPTslides from your
computer/device to a Canva folder.

Click to open the PPT and start editing.

Or create anew PPTin Canva. APPTslide 1s 1920x1080 pixels.

(Note:If you go off the "page" in the Canva design,that extra that is off the page willbe
visible in the PowerPoint --not when you run the slide show,but it will show 1n the
"edit"mode in PowerPoint.)




_










create a
video

Tip

You can create a video 1n Canva.

In design mode, go to the "videos"tab on the far left side panel. Look through the
templates. If you hoveroverthe clip,you'llsee how long it 1s and what the movement is.
Drag a clip onto your design. A "play" button willappear. You willsee the run time ofthe
clip at the bottom . You can adjust the length bymoving the grab bars on the timeline.

SSSSS

Editvideo § 14.4s  Playback Crop  Flip £ Animate ? (E] 3 @ m]

Templates

Ph—-d’ e, ¢ R

NEW YEAR!

Timeline
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create a
video

Tip

Add music.

Go to "uploads"and click on "audi10." It mi1ght show up on the side panel.Ilf not, click on
the "apps"icon. Then the "audio"1icon willappear. Click that. You can type a category in
the search box,such as "winter,"to narrow down the choices. You can play the audio
clips in the side panel.

Once you find a clip you like,drag 1t
underneath the video clip on the timeline.
It willgo where the play head 1s,so0 you
might need to adjust the play head to be
at the beginning of your video clip.

for lerarles




create a
video

Tip

Add music.

To adjust the volume,hover over the
audio clip until you see the three dots.

Click on that to adjust effects, volume,
to duplicate the audio track, or to
delete 1t.

< Adjust
—g— .
=2 Audio effects
C}p Volume
e et o 1 TR uplicate track Ctri+D
S T . e
st > e
B . 5 | ] Delete track DELETE
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create a
video

Download video as MP4. You can send the link to someone to watch the
video,with no sign-in required.

Tip

Want others to watch this?
Send this to someone 50 '.'."'IE"_\," can watch this

+ (anyone with the link can watch, no sign-in
required).

www.canva.com/design/DAFU Mm
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Tip whiteboard

Create a whiteboard in Canva.

Type whiteboard into the search box.
(It's like Padlet.)

You can drag in graphics (click on
"elements" in the side panel),such as
post-it notes,thumbs up, etc.

You can work with people in realtime.
When someone's in the same
whiteboard as you,you'llsee each
other's cursors floating around.

Whiteboard graphics

There 1satimer on the bottom left of
e Q

the editor.
© @ 1
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Tip

Create a graph in Canva.
There are a LOToftemplates.

As with all Canva templates,

in a graph,you can change the
font,colors,etc.,plus, the
numerical values ofthe graph.

(This 1s much easier and more
robust than creating a chart or
graph in Excel.)

for lerarles

-20.84—&51’

@ Animate

Page 1- graph-budget template

MONTMHLY
BUDGET

l_—- @ LR

graphs

v @ @ m

Savings
22%

Transportation

10%

Housing
27%

Utilities
25%

{ Download selection

File type
B PnG v

Size = 1

Transparent background

Compress file (lower quality)

q«

Save download settings

You can download the whole design orright-click on
an element, like a pie chart,and just download that

element.




New Stuff

Othernew,orrelativelynew,templates include:photo collage,desktop
and phone wallpaper,book and e-book covers,comic strip, Zoom virtual
background, class schedule,invoice,and YouTube intro.

- N S — <
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Timeline Table Chart @ Bargraph 'l : ol iy ¥ ) | ol e Y| i i A
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