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Fre e

PricingCa n v a  P la n s

Ca nva  Pro

Ca nva  fo r Te a m s

+250 ,0 0 0  fre e  t e m p la t e s ; +1 m illio n  fre e  p h o t o s  & g ra p h ic s ; w id e  ra n g e  o f 
p r in t a b le  p ro d u c t s  t o  d e s ig n  & g e t  d e live re d  t o  yo u r  d o o r; 5GB c lo u d  s t o ra g e

+10 0  m illio n  p re m iu m  s t o c k  p h o t o s , vid e o s , a u d io , & g ra p h ic s ;
u n lim it e d  fe a t u re s , fo ld e rs , a n d  p re m iu m  c o n t e n t ; +6 10 ,0 0 0  
t e m p la t e s ; c a n  re s ize  d e s ig n s ; re m o ve  b a c k g ro u n d ; s c h e d u le  s o c ia l 
m e d ia  c o n t e n t ; 24 /7  c u s t o m e r s u p p o rt ; 1TB c lo u d  s t o ra g e

$ 119.99/ yr.

$ 149.90 / yr.
u p  t o  5 p e o p le

Ca n va  P ro  fe a t u re s , p lu s : s e t  w h ic h  e le m e n t s  yo u r  t e a m  
c a n  e d it / t e m p la t e  lo c k in g ; t e a m  re p o rt s  a n d  in s ig h t s ; 
p a y a s  yo u  g ro w

If h a ve  m o re  t h a n  5 p e o p le  o n  t h e  t e a m , t h e  p r ic e  g o e s  
u p .

https://www.canva.com/pricing 2

Th e re  a re  a ls o  fre e , ro b u s t  ve rs io n s  fo r  t e a c h e rs , s c h o o ls , a n d  d is t r ic t s .



Le a rn He lp  Ce n t e r
De s ig n  Ce n t e r
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He lp



Ow ne r

Ad m in is t ra t o r

If yo u  s e t  u p  t h e  Ca n va  a c c o u n t , yo u  a re  lik e ly t h e  "o w n e r ." Th e re  c a n  
o n ly b e  o n e  o w n e r . Un le s s  yo u  d e s ig n a t e  s o m e o n e  e ls e , yo u  w ill a ls o  b e  
t h e  a d m in is t ra t o r  o f t h e  Ca n va  a c c o u n t .

Th e  a d m in is t ra t o r  c a n  a d d  p e o p le  t o  t h e  t e a m  a n d  re m o ve  
t h e m , c re a t e  fo ld e rs , a n d  s e t  p e rm is s io n s  a s  t o  w h o  c a n  e d it  
d e s ig n s  o r  ju s t  vie w  t h e m . 
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Ca n v a  S t r u c t u r e



Grou p s W it h in  yo u r  t e a m s , yo u  c a n  s e t  u p  g ro u p s . Yo u  c a n  n a m e  t h e  g ro u p , 
a d d  p e o p le  t o  t h e  g ro u p , s h a re  d e s ig n s  o r  fo ld e rs  w it h  t h e  g ro u p .
(I d o n 't  s e e  t h a t  t h e re  is  a  lim it  t o  t h e  n u m b e r  o f g ro u p s  yo u  c a n  h a ve .)

Th e  a d m in is t ra t o r  c a n  s e t  p e rm is s io n s  fo r  t h e  g ro u p .
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Ca n v a  S t r u c t u r e

Te a m s Un d e r t h e  a d m in is t ra t o r , yo u  c a n  h a ve  t e a m s . Se t t in g  u p  a  t e a m  c a n  b e  
h e lp fu l if c e r t a in  p e o p le  w a n t  t o  c o lla b o ra t e , w o rk  o n  s p e c ific  p ro je c t s , 
e t c . Yo u  c a n  c re a t e  a  t e a m  w it h  a  m a xim u m  o f 3,0 0 0  p e o p le , in c lu d in g  
yo u rs e lf. Ea c h  p e rs o n  c a n  c re a t e  o r  b e  p a r t  o f u p  t o  10 0  t e a m s . 

Bu t  o n c e  yo u  c re a t e  m o re  t e a m s , t h e  P RICE GO ES UP . In c lu d e d  w it h  
t h e  Ca n va  P ro  a c c o u n t  a re  u p  t o  five  t e a m s . Exa m p le : If yo u  g o  u p  t o  10  
t e a m s , t h e  a n n u a l p r ic e  w o u ld  b e  $ 8 74 .9 0 .

Th e  a d m in is t ra t o r  c a n  s e t  p e rm is s io n s  fo r  t h e  t e a m (s ).



Clic k  o n  t h e  g e a r ic o n  -- t o p  r ig h t  o f t h e  s c re e n  n e a r  t h e  p u rp le  "c re a t e  a  d e s ig n " 
b u t t o n . Th a t  o p e n s  t o  t h e  b a s ic s  a b o u t  yo u r  a c c o u n t  (le ft  s id e  p a n e l).
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Se t t in g s



O n  t h e  le ft  s id e  p a n e l, c lic k  o n  "t e a m  d e t a ils ." Yo u  c a n  e d it  t h e  n a m e  o f yo u r  t e a m  
t h e re .
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Te a m  De t a ils

Te a m  D e t a ils



Clic k  o n  t h e  "p e o p le " b u t t o n  b e lo w  "t e a m  d e t a ils ." 
Th is  is  w h e re  yo u  c a n  in vit e  p e o p le  t o  jo in  yo u r  t e a m .

O n  o u r  Ca n va  P ro  a c c o u n t , I c o u ld  in vit e  u p  t o  fo u r  
m o re  p e o p le  t o  b e  o n  t h e  t e a m .

Clic k  o n  t h e  p u rp le  "in vit e  p e o p le " b u t t o n . 

Be  c a re fu l t h a t  yo u  d o n 't  c re a t e  m o re  t e a m s  t h a n  yo u  
w a n t  t o  p a y fo r .

If yo u  a re  t h e  re c ip ie n t  o f a  t e a m  re q u e s t , yo u 'll g e t  
t h a t  in vit a t io n  via  e m a il o r  p r iva t e  lin k , w h ic h  w ill t a k e  
yo u  d ire c t ly t o  Ca n va . An  e m a il in vit a t io n  is  va lid  fo r  
30  d a ys  a n d  c a n  o n ly b e  u s e d  o n c e . 
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Ad d  P e o p le  t o  Te a m



Un d e r  t h e  "p e o p le " t a b , yo u 'll s e e  yo u r  t e a m  m e m b e rs . Th e  a d m in is t ra t o r  c a n  s e t  o r  
c h a n g e  t h e  p e rm is s io n s  o f e a c h  t e a m  m e m b e r h e re .
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P e o p le  o n  Te a m



Clic k  o n  t h e  "g ro u p s " t a b  b e lo w  "p e o p le ." 

Th is  is  a n o t h e r  w a y t o  o rg a n ize  a n d  s h a re  w o rk . Yo u  c a n  d ra g  a n d  
d ro p  d e s ig n s  o r  fo ld e rs  t o  s h a re  fa s t e r  w it h  g ro u p s  o n  yo u r  t e a m .

Th e  a d m in  c a n  c h o o s e  w h o  c a n  c re a t e  g ro u p s . (I d o n 't  s e e  t h a t  
t h e re  is  a  lim it  t o  t h e  n u m b e r  o f g ro u p s .)
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Gr o u p s

To  g e t  s t a r t e d , c lic k  o n  "c re a t e  a  
g ro u p ," n a m e  t h e  g ro u p , a n d  a d d  
m e m b e rs  t o  it .
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P e r m is s io n s

Un d e r t h e  "p e rm is s io n s " t a b , le ft  s id e  
p a n e l, t h e re  a re  t a b s  fo r  a c c e s s , Ca n va  
c o n t e n t , p u b lis h in g , a n d  t e a m  c o n t e n t .

Th e s e  c a n  a ll b e  s e t  b y t h e  a d m in is t ra t o r .
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Re c e n t  De s ig n s
W h e n  I lo a d  Ca n va , it  o p e n s  w it h  a ll o f m y "re c e n t  d e s ig n s " o n  t h e  h o m e p a g e .
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Re m in d e r

Ca n va  a u t o s a ve s  yo u r  d e s ig n s  e ve ry fe w  s e c o n d s . If yo u  n e e d  t o  c h a n g e  s o m e t h in g , 
q u ic k ly p u s h  "c o n t ro l" p lu s  "z" t o  u n d o .

Th e  a u t o s a ve  is  a  h e lp fu l fe a t u re  s o  yo u  d o n 't  lo s e  yo u r  w o rk . (Ca n va  is  w e b -b a s e d  a n d  
c a n  s o m e t im e s  b e  g lit c h y.)

Tip :
If yo u  lik e  w h e re  yo u r  d e s ig n  is  b u t  yo u  a re  g e t t in g  re a d y t o  m a k e  a  c h a n g e , d u p lic a t e  
t h e  p a g e  firs t . (Yo u  c a n  d e le t e  t h e  d u p lic a t e d  p a g e  la t e r .) Th a t  w a y, if yo u  d o n 't  lik e  t h e  
c h a n g e (s ) yo u  m a d e , yo u  c a n  e a s ily g o  b a c k  t o  w h e re  yo u r  d e s ig n  w a s .

Yo u 'll b e  s u rp r is e d  h o w  m u c h  a  fo n t  o r  c o lo r  c h a n g e  c a n  im p a c t  a  d e s ig n  -- fo r  t h e  
b e t t e r  o r  n o t  s o  m u c h .

control+z
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P r o je c t s  /  Fo ld e r s
Fro m  t h e  le ft  s id e  p a n e l, c lic k  o n  "p ro je c t s ." Fro m  t h e re , yo u 'll s e e  yo u r  d e s ig n s  
s e p a ra t e d  o u t  b y "re c e n t ," "fo ld e rs ," "im a g e s ," a n d  "vid e o s ."

If yo u  c lic k  o n  t h e  "fo ld e rs " t a b , yo u 'll s e e  a n  "a d d  n e w " b u t t o n  o n  t h e  fa r  r ig h t . Yo u  w ill 
b e  a b le  t o  n a m e  yo u r  n e w ly c re a t e d  fo ld e r .

Ho ve r  o ve r  yo u r  n e w  fo ld e r  a n d  t h re e  d o t s  a p p e a r . Yo u  c a n  re n a m e  t h e  fo ld e r , s t a r  it  (s o  
it  s h o w s  u p  o n  t h e  s id e  p a n e l fo r  e a s y a c c e s s ), s h a re  it , o r  d e le t e  it .

If yo u  c lic k  o n  "s h a re ," yo u 'll b e  a b le  t o  e n t e r  t h e  n a m e  o r  e m a il o f s o m e o n e  o n  yo u r  
t e a m  t o  s h a re  t h e  fo ld e r  w it h .

Th e  a d m in is t ra t o r  c a n  s e t  p e rm is s io n s  fo r  fo ld e rs , in c lu d in g  "c a n  e d it " a n d  "c a n  vie w ."

W it h in  yo u r  t e a m  fo ld e rs , yo u  c a n  im p o rt  a  va r ie t y o f t yp e s  o f d o c s  a n d  file s , in c lu d in g  
P DF, P o w e rP o in t , a n d  Illu s t ra t o r  file s .
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Tip
Yo u  c a n  e d it  a  P D F in  Ca n va .

J u s t  d ra g  a n d  d ro p  t h e  P DF fro m  yo u r  c o m p u t e r /d e vic e  t o  a  Ca n va  fo ld e r  o r  t o  "u p lo a d s " 
if yo u 're  in  a  d e s ig n . Th e n , d ra g  t h e  P DF in t o  yo u r  d e s ig n , a n d  it 's  c o m p le t e ly e d it a b le . 
(g ra p h ic s  a n d  t e xt )

edit PDF
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Tip
Yo u  c a n  e d it  a n d /o r  c re a t e  a  P o w e rP o in t  in  Ca n va .

To  e d it  a n  e xis t in g  P o w e rP o in t  (P P T), ju s t  d ra g  a n d  d ro p  t h e  P P T s lid e s  fro m  yo u r  
c o m p u t e r /d e vic e  t o  a  Ca n va  fo ld e r .

Clic k  t o  o p e n  t h e  P P T a n d  s t a r t  e d it in g .

O r c re a t e  a  n e w  P P T in  Ca n va . A P P T s lid e  is  19 20 x10 8 0  p ixe ls .

(No t e : If yo u  g o  o ff t h e  "p a g e " in  t h e  Ca n va  d e s ig n , t h a t  e xt ra  t h a t  is  o ff t h e  p a g e  w ill b e  
vis ib le  in  t h e  P o w e rP o in t  -- n o t  w h e n  yo u  ru n  t h e  s lid e  s h o w , b u t  it  w ill s h o w  in  t h e  
"e d it " m o d e  in  P o w e rP o in t .)

PPT
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Q u e s t io n s ?
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Tip
Yo u  c a n  c re a t e  a  vid e o  in  Ca n va .

create a 
video

In  d e s ig n  m o d e , g o  t o  t h e  "vid e o s " t a b  o n  t h e  fa r  le ft  s id e  p a n e l. Lo o k  t h ro u g h  t h e  
t e m p la t e s . If yo u  h o ve r  o ve r  t h e  c lip , yo u 'll s e e  h o w  lo n g  it  is  a n d  w h a t  t h e  m o ve m e n t  is .
Dra g  a  c lip  o n t o  yo u r  d e s ig n . A "p la y" b u t t o n  w ill a p p e a r . Yo u  w ill s e e  t h e  ru n  t im e  o f t h e  
c lip  a t  t h e  b o t t o m . Yo u  c a n  a d ju s t  t h e  le n g t h  b y m o vin g  t h e  g ra b  b a rs  o n  t h e  t im e lin e .

Tim e lin e



19

Tip
Ad d  m u s ic .

create a 
video

Go  t o  "u p lo a d s " a n d  c lic k  o n  "a u d io ." It  m ig h t  s h o w  u p  o n  t h e  s id e  p a n e l. If n o t , c lic k  o n  
t h e  "a p p s " ic o n . Th e n  t h e  "a u d io " ic o n  w ill a p p e a r . Clic k  t h a t . Yo u  c a n  t yp e  a  c a t e g o ry in  
t h e  s e a rc h  b o x, s u c h  a s  "w in t e r ," t o  n a rro w  d o w n  t h e  c h o ic e s . Yo u  c a n  p la y t h e  a u d io  
c lip s  in  t h e  s id e  p a n e l. 

a u d io  c lip  o n  t im e lin e

O n c e  yo u  fin d  a  c lip  yo u  lik e , d ra g  it  
u n d e rn e a t h  t h e  vid e o  c lip  o n  t h e  t im e lin e . 
It  w ill g o  w h e re  t h e  p la y h e a d  is , s o  yo u  
m ig h t  n e e d  t o  a d ju s t  t h e  p la y h e a d  t o  b e  
a t  t h e  b e g in n in g  o f yo u r  vid e o  c lip .
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Tip
Ad d  m u s ic .

create a 
video

To  a d ju s t  t h e  vo lu m e , h o ve r  o ve r  t h e  
a u d io  c lip  u n t il yo u  s e e  t h e  t h re e  d o t s . 

Clic k  o n  t h a t  t o  a d ju s t  e ffe c t s , vo lu m e , 
t o  d u p lic a t e  t h e  a u d io  t ra c k , o r  t o  
d e le t e  it .
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Tip
D o w n lo a d  vid e o  a s  MP 4 . Yo u  c a n  s e n d  t h e  lin k  t o  s o m e o n e  t o  w a t c h  t h e  
vid e o , w it h  n o  s ig n -in  re q u ire d .

create a 
video
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Tip
Cre a t e  a  w h it e b o a rd  in  Ca n va .

whiteboard

Typ e  w h it e b o a rd  in t o  t h e  s e a rc h  b o x. 
(It 's  lik e  P a d le t .)

Yo u  c a n  d ra g  in  g ra p h ic s  (c lic k  o n  
"e le m e n t s " in  t h e  s id e  p a n e l), s u c h  a s  
p o s t -it  n o t e s , t h u m b s  u p , e t c . 

Yo u  c a n  w o rk  w it h  p e o p le  in  re a l t im e . 
W h e n  s o m e o n e 's  in  t h e  s a m e  
w h it e b o a rd  a s  yo u , yo u 'll s e e  e a c h  
o t h e r 's  c u rs o rs  flo a t in g  a ro u n d .

Th e re  is  a  t im e r  o n  t h e  b o t t o m  le ft  o f 
t h e  e d it o r .
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Tip
Cre a t e  a  g ra p h  in  Ca n va .

graphs

Th e re  a re  a  LO T o f t e m p la t e s .

As  w it h  a ll Ca n va  t e m p la t e s ,
in  a  g ra p h , yo u  c a n  c h a n g e  t h e  
fo n t , c o lo rs , e t c ., p lu s , t h e  
n u m e ric a l va lu e s  o f t h e  g ra p h .

(Th is  is  m u c h  e a s ie r  a n d  m o re  
ro b u s t  t h a n  c re a t in g  a  c h a r t  o r  
g ra p h  in  Exc e l.)

Yo u  c a n  d o w n lo a d  t h e  w h o le  d e s ig n  o r  r ig h t -c lic k  o n  
a n  e le m e n t , lik e  a  p ie  c h a r t , a n d  ju s t  d o w n lo a d  t h a t  
e le m e n t .
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Ne w  St u ff
O t h e r  n e w , o r  re la t ive ly n e w , t e m p la t e s  in c lu d e : p h o t o  c o lla g e , d e s k t o p  
a n d  p h o n e  w a llp a p e r , b o o k  a n d  e -b o o k  c o ve rs , c o m ic  s t r ip , Zo o m  vir t u a l 
b a c k g ro u n d , c la s s  s c h e d u le , in vo ic e , a n d  Yo u Tu b e  in t ro .

Ca n va  is  re a lly d yn a m ic  a n d  is  a lw a ys  a d d in g  n e w  s t u ff.
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