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What Canva s

Canva is a browser-based (read: no program installations required) graphic design software with a free
pro option for non-profits. It works much like a simplified version of Microsoft Publisher, but with a lot
more options for today’s more digital marketing environment. Like LibraryAware, it has stock images
and graphics available for you to use in your designs, as well as pre-designed templates you can edit into
what you want.

What's Happening

The Reading Program Committee has been releasing marketing content in two forms wherever possible:
a ready-to-print (or queue on social media) version that isn’t easily changeable, and an editable version
to allow some flexibility for libraries to change dates, logos, etc. to suit their own programming.

The Reading Program Committee has decided to change the software we use to make the editable
creations from LibraryAware to Canva. We hope this decision will make editing the marketing material
quicker and easier, since Canva is a closer match to the Microsoft programs like Publisher that libraries
are already familiar with.

All marketing materials will be provided in ready-to-go formats like PDF or JPEG; we can’t guarantee at

this time that everything we put out will be editable.

Signing Up for Canva
There are two steps to signing up for Canva. The first is to sign up for a free account; the second is to
turn that free account into a Pro account for non-profits.

Already got a Canva account? Skip to Getting Cava for Non-Profits.




Getting a Free Account
1) Navigate to canva.com and click on “Sign up for free

e c O B nitpsiy/www canva.com G

Watch the live broadc Create: The Future is Visual now.
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What will you design today?

Canva makes it easy to create professional designs and to share or print them
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2) Choose “Continue with email”. Using Google or Facebook to log into Canva is not recommended,
because it makes transferring this account more difficult.

l
Login or sign up in seconds

Use your email or another service to continue
with Canva (it's free)!

~

] Continue with Google
] Continue with Facebook
Continue another way

By continuing, you agree to Canva's Terms of Use. Read
our Privacy Policy.

Sign up with your work email

3) Add your email. Important: You can still sign up with your librarian@... email. It will send your email
confirmation request and any ‘forgot password’ emails through to the ‘personal’ email you received
after the tenant migration. | recommend using the librarian@ email to sign up for Canva, so the account
remains the same no matter who needs to use it.

< Continue with email

Wwe'll check if you have an account, and help
create one if you don't.

< Create your account

Email (personal or work) You're creating a Canva account using |

nllsconsultant@gmail.com @gmail.com

Name

Password

4) Add your name and set a password, then click Create Account.

Use 8 or more characters with a mix of letters, numbers

SYMBOL.  e——

Create account



https://www.canva.com/

Getting Canva for NonProfits
1) Get to Canva for Nonprofits.
a. Ifyou're lucky, Canva will give you a popup and you can just click “Get started” (skip to
d).
b. If you don’t get the popup, go to the tabs at the top and choose:
i. Plans & Pricing
ii. Canva for NonProfits
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Frees 81

Education >

| A powerful, free tool for
e 84 classrooms, districts and
7 students.

Try Canva P
Not-for-profit >
[A) Home CanvaPros free for all
= = *J registered nonprofits. Apply
[B Templates Free > Pro > Teams > “ today.
For anyone wanting to design For individuals wanting unlimited For teams of all sizes wanting to
£ Projects anything, on your own or with access to premium content and create together, with premium
others. And it's free forever. design tools. workplace and brand tools.
Tools
Py
Brand Compare pricing >
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c. Clickon “Apply now —it’s free!
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d. The “Get started” popup will appear.
Receive Canva for
Nonprofits free

Canva for Nonprofits includes all the premium
features of Canva Pro and is 100% free for
registered nonprofits, social impact and
public health organizations.

E 75 million+ premium photos, videos and
elements, 3000+ premium fonts,

420,000+ premium templates

(@ Create with ease thanks to Magic Resize, TOGETHER

Background Remover and premium WE ARE
animations A FORCE
3 stay organized with Brand Kit and FOR GOOD

Get started YoU

Remind me later

I'm not in a Nonprofit



2) Fill out the form for your library. When you get to “type of organization”, choose “social impact
organization — DOES NOT make a profit”.

Full name
NLLS Consultant
Your organization's name

Northern Lights Library System

Your organization's website (optional)

- -9

nlls.ab.ca
Size of organization ' e foae™

Please select an option )

TOGETHER Little Box
Country e
Registered nonprofit
Canada ~

ocial impact organization - DOES NOT make a profit

h\

Please select an option

Social impact organization - DOES make a profit

@ Public health organization

Maybe later

3) Upload a copy of your library’s current Plan of Service OR a tax document containing your
library’s business number and click Submit. Note: Canva will only accept PDF versions, so you
can either scan a physical copy of your Plan of Service or, if you only have a Microsoft Word
version, you can follow these instructions to convert to PDF before you upload. You should get
an email soon letting you know your application has been accepted. Your free account is now a
Pro account!

l
< Additional document
required
Attach governing documentation that states
your mission and how all your activities are
focused on achieving this mission, rather than
creating a profit.
See accepted documents
Upload a JPG, PNG or PDF
TOGETHER
@ WE ARE
Choose files A FORCE
or drop files here FOR Goon

Empower.

Submit

Cancel verification

4) If you think you’ve been rejected by Canva for your application, send us a help ticket at

ask@nlls.ab.ca.


https://support.microsoft.com/en-us/office/save-or-convert-to-pdf-or-xps-in-office-desktop-apps-d85416c5-7d77-4fd6-a216-6f4bf7c7c110
mailto:ask@nlls.ab.ca

Learn to Use Canva

To learn to use Canva, we recommend their Getting Started with Canva playlist on YouTube. You can
also browse all their playlists for more specific tips and tricks.

We have also created a curated playlist on LinkedIn Learning, for a more start-to-finish course including
some marketing tips.

If you’re having trouble following the links to the LinkedIn playlist, it’s likely you are not logged into
LinkedIn learning on your browser.

If you are not logged in, following the link will take you to a Sign In page. Click on Sign in with your
library card:

B LearninG

Sign In

Sign in using the same email address you use for
Linkedin.com or your organization email

‘ Email ‘

Sign in with your library card

Mew to LinkedIn? Join now

You will be taken to a page asking for your library’s ID. Ours is simply NLLS:

Your library
Invites you to
LinkedIn Learning

Find your library by entering your Library ID @

Enter your Library ID

| www.linkedin.com/leaming-login/ge/_NLLS |



https://www.youtube.com/watch?v=EZ7UjKDG5Oc&list=PLATYfhN6gQz_4sWonUgXDt2VihuF-PE7l
https://www.youtube.com/c/canva/playlists
https://www.linkedin.com/learning-login/share?account=74410724&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcollections%2F6983521011811962880%3Ftrk%3Dshare_collection_url%26shareId%3DUB3OShJPSsejHaqVoxlrFQ%253D%253D

Once you've added the ID and clicked Continue, it’ll ask for your barcode and PIN like every library
resource.

Verify your library card
to start learning

Enter your library card and PIN. If you are a
library admin, please sign in here

Library card number

‘ 20800002069963 ‘

PIN

saee Show ‘

By Clicking ‘Continue’, you agree to the Linkedin User Agreement,
Privacy Policy, and Cookie Policy. If you were a LyndaLibrary user,
your Lynda.com data will be moved to Linkedln Learning. Without
identifying you, Linkedln will make aggregated learning data
available to your Library. Learn More.

Once you're logged in, try the playlist link again.



https://www.linkedin.com/learning-login/share?account=74410724&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcollections%2F6983521011811962880%3Ftrk%3Dshare_collection_url%26shareId%3DUB3OShJPSsejHaqVoxlrFQ%253D%253D

Editing Shared Canva Designs

1. Loginto your Canva account
2. Paste the link into your URL and press enter
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Personal

3. Inthe page that pops up, go to File > Make a Copy

Social Media images - WRP 2023 * Try Canva Pro AB@ + 7 el

Social Media images - WRP 2023
108001 1080px

Create new design

Show rulers and guides shiftR
Show margins

Show print bleed

Find text curteF

save All changes saved
View all comments
Makea copy &

Download

Open in desktop app

Help

4. You will likely need to allow pop-ups from Canva. Click the Options button at the top, then click
‘allow pop-ups for Canva.com’. Note that if you are using Chrome, the process will have a
slightly different look, but the same steps.

Allow pop-ups from Canva

Canva needs permission to open up multiple tabs
in your brawser.

Stepl

Click the pop-up blocked icon at the top of your
browser and allow pop-ups from Canva

Step2 sentation
Continue editing your designs by clicking the

button below.

Continue editing

But first, cookies &

W e pecontial rnkios tn wnrk Wo'd liko et i icit railar ade e Panua and

5. An editable version of the image now exists on your Canva account for you to resize, edit, and
change as needed.



Sharing Editable Canva Designs
You may want to share your own designs with other libraries in the same way as NLLS. Here is how to do
that:

Go to the Share menu at the top right. Click on the dropdown that says “Only you can access”, then
select “Anyone with the link”. Then change the “can edit” to “can comment”. It should look like the
screenshot below when you’re finished.

ion AB + 1l () Printcards [EUEREIEIS)

Share this design

©® -
Link shared publicly @

@ Anyone with the link ~ Can comme.. v
;] = = S
Template link Present Present and View-only link

record
s Download pd
E Sh{l on social >
GB Print your design 2

s More >
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