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STEP 1
Navigate to your "Design Lab" page.

The link to this page will be provided by The Alchemy Collaborative for your organization.
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Welcome to the Design Lab, your ulfimate destination for all things design! We're thrilled to have you here
and can't wait to help you unieash your creative potential.

In this virtual haven, you'll discover a freasure frove of design resources at your ﬁﬁg&ﬂip!. From brand
guides to ensure consistency and cohesion, to branded email signature templates that leave a lasting
impression, and dazzling social media templates to captivate your audience, we've got you covered.

To truly ampilify your design experience, we encourage you to first create a Canva Pro account. As a
ftoken of gratitude for your dedication to education, all educators can sign up for a FREEI Navigate fo the
“Instructional Video tab at the top of this page 1o find a how-to video. After that, be sure fo click on the
“join your Canva team"” button fe gain access to collaborative design features and become part
of a suppertive community of fellow creatives.
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STEP 2

Click on the "Join Your District Canva Team!" button in the top right-hand

corner.

This will redirect you to a Canva page.
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STEP 3
Click on the "Got it" button in Canva.
Congratulations! You are now a member of your Canva team.

ﬁ]_l Save time with Magic Switch, Background
Remover and premium animations

-' Create with transparent backgrounds so
you can use your design anywhere

Choose the perfect size and quality for
downloads - say bye to blurriness

Stay organized with Brand Kits, Content
Planner and 1 TB storage

Got it

STEP 4

On the left menu, you can toggle back and forth between teams you are a
member of and selecting the team you want to create within.
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STEP 5

To begin creating a design, click the "Create a design" button in the upper

Create a design

right-hand corner.

Custom size Upload

©O 0 ©

Print products Websites More

STEP 6

For this example, we will be making an Instagram Post (Square).

1] =

=
J

>

Doc

Whiteboard

Presentation (16:9)

Video

Instagram Post (Square) 1080 = 1080 px

©
Cx
©
3
K
B

o
C collaborative

Flyer (Portrait 8.5 11 in)

Poster (18 x 24 in Portrait)

Document
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STEP 7

To access your team's logos, click on the "Apps" button on the left-hand
menu.
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STEP 8

Scroll down and click on the "Logos" button.
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STEP 9

You can select your team from the menu to see its logos.

STEP 10

S

Brand is the new home for your logos,
colors, fonts, and Brand Templates.

Go to Brand

@ 1. Spencer County Schools v

Upload your logo

After clicking on the dropdown, select your team to highlight it.
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STEP 11
Click on the "Select Brand Kit" button.

ELEMENTARY SCHOGL

1. Meadow View Elementary Sc...
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STEP 12
Your logos are now displayed.

To add a logo to a design, select it from this menu and it will be moved over.
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STEP 13

Your brand kit also includes your organization's fonts and colors.

To add text using your organization's fonts, click on the "Text" button.

Add a text box

L

(=) ALCHEMY COLLABORATIVE v Edit

Add a title

Add a subtitle

ﬂaﬂ’!mlq

STEP 14

You can see your organization's colors when you change the color of an
element.

#” Magic Write | S

Add a title
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0 That's it! You now have access to your organization's Canva team to help make
creating designs easier.
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