
Step 1

To make a new post, select "social media" from the purple

menu, and then select "Facebook post" 

To open an existing design, select "All my designs" from

the left hand menu, and then click on the design you want to

use.

OR

Creating a post in Canva 

LOG IN AT WWW.CANVA.COM

Then, select

"Facebook Post"

from here 

 

To make a new

post, first select

this
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Here is where to

click to see designs

you have already

made 



Here is the upload

library, pictures you

upload will appear

here  

Here is the

design area

Here is the left hand

toolbar.

Clicking on the upload

icon here will show you

your upload library 

This will change depending

on what is selected from

the left hand toolbar. 

Step 2

Click on the upload icon in the left hand tool bar. This will

show you your uploaded content library, and let you add

more photos. 

To add a new picture, select "upload media" from the

purple bar at the top of the left hand menu. 

Click the thumbnail of the desired photo to add it to your

design. You should now see it in your design area. You can

click and drag from the corners to size it.

Uploading a photo

The upload icon looks

like this
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Here is the top toolbar 



Step 3

3. The text editing bar will

appear here once you have

clicked on the text.

You can change the font,

colour and size here 

To add new text, select the "T" text icon from the left hand

menu. Click "add header" to add a text field to your design.

To change the size of the text, you can click on your text

and drag it from the corners, or use the - + selection tools on

the top toolbar.

To change the font, select the text, and then use the font

dropdown menu (with search feature) which appears at the

left hand side of the top toolbar. 

Adding text

The text icon looks like

this
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4. The text field will appear

in the centre of your design. 
Click on it to change the

wording from "add header" to

your chosen text. 

2. Click "Add a

heading" here

 

 Select the text icon

in the left hand tool

bar to reveal the text

settings  

1.

This area shows you font

templates you can use. You

can change the wording

once you add them to your

design. 



Step 4

 Click "Elements"  in

the left hand tool bar

to open the elements

menu 

1.

We will try adding a circle behind the text.

Begin by clicking the elements icon.

In the search bar at the top, type "circle". You

should now see many different circles come up

in the tool bar. 

.Click on the circle you like to add it to your

design. Don't worry of the size or colour are

wrong, we can change that later. 

Size the circle by selecting it, then click and

drag the corners. 

Using "Elements" to add shapes
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If you click and drag the circle slowly

around, you will see purple crosshairs

which will help you centre it on the

page. 

 You may need to use the position tool

to make the circle go behind the text.

Select the circle, then look for the word

"position" on the right hand side of the

top toolbar. If you can't see it

immediately, click the "..." icon and

"position" should appear in the drop

down menu.

 Select "position", and a pop up window

will appear. Click "backwards" or

"forwards" to get the circle in the right

place.

.

The elements tool allows you to

add shapes. You'll find the

elements icon in the left hand

tool bar. Clicking on the elements

icon will open up the elements

tool menu. 

2. Type

"circle" into

the search bar 

3. Click on the

circle of your

choice  

4. Click on the circle,

then drag the small

white dots to make it

the right size. 

5.  Use the position

tool to send the

circle behind the

text.

The elements  icon

looks like this



Step 5

Click here to access

the colour menu. 

1.

This will only work if your

circle is already selected. 

Changing colour and transparency 
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We will continue to use our circle example.

To change the colour of your circle, select

the circle, then look for the coloured square

on the left hand side of the top toolbar.

Click on the colored square to open the

colour menu, then select your chosen colour

from here. 

To change the transparency

(opacity) of your circle, first

select the circle.

Next, then look for the

checkerboard "transparency"

icon on the right hand side of

the top toolbar. 

Set the transparency to

around 60% for a classic

design look2. If you can't see the

colour you want, click on

the box with a cross on to

open up a spectrum

selector, and choose from

there. 

3. The transparency

icon is here.

Clicking it will open a

pop up with a

transparency slider in. 

N O W  C L I C K  T H E  D O W N L O A D  I C O N
I N  T H E  P U R P L E  T O O L B A R  A T  T H E
T O P ,  A N D  S A V E  T H E  P O S T  T O  Y O U R
D E V I C E  R E A D Y  T O  S C H E D U L E  I T !

The download icon

looks like this

The

transparency 

 icon looks like

this


