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Welcome to Canva 101:
Make your own flyer!
. . .  T H A T  L O O K S  B E T T E R  T H A N  A I  O R  W O R D A R T

Do you have a community event, a market stall, or a fundraiser, you’ll walk away
with something you’re proud to pin up. no stress, no jargon, and no design
degree required.

You’ll walk away with:
A finished, print-ready flyer
Canva skills you can use again and again
Resources to keep learning (and avoid future formatting headaches)
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I’m Jess, your
Canva tour guide

I help small businesses and community groups show
up like they mean it  for 16 years.

I love working with people who are amazing at what
they do, but don't always have the time to make
their stuff look the part.

I studied a Business degree, not a design degree
and taught myself photoshop. I don’t recommend
that route: use Canva instead!

M A R K E T E R ,  D E S I G N E R ,  M U M .
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Resources, notes
and cheat sheets!

To save you frantically note-taking, scan the
code to access:

Class slides
Cheat sheets and guides
Contact info if you ever want help with
your next flyer

S C A N  M E !

H E R E ’ S  S O M E  R E S O U R C E S  T O  H E L P  Y O U  O U T
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Ice breaker time!
W H A T  A R E  Y O U  H O P I N G  T O
G E T  O U T  O F  T O D A Y ?

Who’s here and and what kind of flyer you’re
cooking up today.

Please share:

Your name

What you do (business or group)

What kind of flyer you want to design today?
6



Why Canva?

You’re here because you want something that
looks good and gets the job done. Not because
you want to study typography until midnight.

Free (or $14/mo) vs Adobe’s $60-$80/mo

Made for small business owners, volunteers,
people no training required

You get access to thousands of ready-made
templates and tools

B E C A U S E  N O  O N E  H A S  T I M E  T O
S P E N D  S T U D Y I N G  D E S I G N
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“Design is the intermediary
between information and
understanding.”

- Hans Hofmann
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Good Design =
Clear Info

Flyers are about helping people actually see and
understand what you want them to do.

Your flyer has an important job to do:

Tell people what’s on

Make it easy to get and understand the details

Actually get them to take action/book/attend

M O R E  T H A N  " M A K I N G  I T  P R E T T Y "
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Getting sizing right

Different documents = different sizes.
Here’s what to consider:

Start with A4 if you’re printing

A3 if it’s for a shop window

Don’t design for Instagram then try to print it the size of
a poster. It won’t end well.

Pro tip: Always start big and scale down. Never stretch a
design up or you it will get gixelated.

T H I S  I S  A  P I X E L A T I O N  F R E E  Z O N E
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Dashboard Tour

Left side: Your main navigation (Text, Templates,
Elements, Uploads, Images, etc.)

Top right: Download / Share / Present

Click the Canva logo or the 3 line in the top left, or
the house icon to return to your homepage

The “+ Create” is for creating new designs

Projects you have made in the past openin a new
tab

W H E R E  T H I N G S  L I V E  I N  C A N V A
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Start Your Design

Steps:

Click Create a Design

Type Print products > then "A4 Flyer"

Click to open your blank canvas

But let’s put a pin in that for now and start with a
template.

B L A N K  P A G E ,  B I G  P O T E N T I A L
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Finding a Template

Steps:

Click Templates (left menu)

Scroll to Print Products > Marketing > Flyers
(or just search "Event Flyer")

Pick something that feels like it vaguely suits
what you need

Click A4 and "Customise this Template"

Don’t overthink it. We’re changing it anyway.

T E M P L A T E S  =  T I M E  S A V E R S
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Text and fonts +
+

+

Click on any text box to edit it

Double click to highlight, then type what you need or copy and paste
in text from elsewhere (Ctrl+C and Ctrl V)

Use the top bar to change:
Font (stick to maximum of 2 fonts in whole doc)
Size
Colour
Alignment

Decorative for heading, simple for main info [ too tricky to read
cursive fonts for body of text ]

Keep it short and sweet

S A Y  W H A T  Y O U  N E E D  T O  S A Y  ( B U T  N O T  T O O  M U C H )
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Then you’ll probably read this
And then the finer details like these:

Point one
Point two
Point three

This could
catch your

eye

Brief list or sentence of main drawcards:

Major draw card: i.e.band
Next most important
Least notable of drawcards

Price pp or
what’s

included

What you’re
promoting
D A T E  I T ’ S  B E I N G  H E L D

First you
read this.
T H E N  Y O U  R E A D  T H I S

You probably won’t read this!!

T I M E  O R  L O C A T I O N

S O M E T I M E S  T H E Y ’ L L  S K I P  T H E
S M A L L  S T U F F  A N D  G O  T O  T H I S

C A L L  T O  A C T I O N  [  W A N T  T H E M
T O  B O O K  O R  C A L L ?  ]  P I C K  O N E !

Website address,
Phone number
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Colours

Click on the text box or highlight text and
select the “A” to change its colour. 

For brands if you have a colour you always use,
type in the code (e.g. ##ffe1c1) in the top bar

Or use click the rainbow coloured circle with a
+ in it to Eyedropper Tool to sample a colour
from an image or your logo.

A  L I T T L E  R E S T R A I N T
G O E S  A  L O N G  W A Y
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Images

Upload your own via the Uploads tab (high res for
printing see cheat sheet handout).

Or use Canva’s stock photos (some are free)

Drag and drop into frames

Resize from the corners to preserve shape, or drag
sides, top or bottom to make it fit a space

Print Check: What looks fine on screen can turn
fuzzy on paper. Zoom in before downloading.

T H E  P O W E R  O F  A  G O O D  P I C
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Images
W H I C H  L O O K S  M O R E  P R O F E S S I O N A L ?
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M E D I U M  R E S L O W  R E S  /  S C R E E N S H O T



Shapes, Icons
& Extras
A D D  V I S U A L S  T H A T  W O R K
( N O T  J U S T  L O O K  C U T E )

Go to Elements

Use lines, arrows, boxes to highlight info

Than move them backwards behind text or on
top of images

Icons = great for calls to action or contact details 19



Layers Explained

Think of each object as a cut-out. You can move
things forward or backward:

Right click > Send to Back / Bring to Front

Or use "Position" in the top bar

To align more than one item at once:
Click on a layer, then the “...” and select
“Align elements” to align everything to left,
centre or right.

I T ' S  J U S T  D I G I T A L  S C R A P B O O K I N G
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Grouping in Canva

What Grouping Does:

Locks multiple elements together as one unit
Makes moving, resizing, and aligning things a
breeze

M O V E  M U L T I P L E  E L E M E N T S
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How to
Hold down Shift and click each element you want to group (text boxes, shapes, images).
The selected items will have a purple outline so you can see if you’ve missed anything.
Once they’re all selected, click Group on the floating toolbar (or right-click > Group).
Move or resize them like a single object.
To ungroup: Click the group, then “Ungroup” (top toolbar) if you need to tweak one
element.



QR Codes in Canva

Go to Apps on the left hand side menu

Type “QR Code” in the search bar, select this one 

Where it says “Enter URL”, paste the link for the page you want people to go to

Hit ‘generate code’ Code is instantly dropped onto your design

Move and resize QR to where you need it. Towards the bottom of your design is
usually a good spot. 

You should also add a sub heading like “book here” or ‘more info” Also add the
www. website address just so people know where they’re being directed to.

M A K E  I T  E A S Y  F O R  Y O U R  A U D I E N C E  T O  T A K E  A C T I O N
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Downloading the
Right Way
E X P O R T  L I K E  A  D E S I G N  P R O

For print:
If printing at home: click Download > PDF Print
If sending to a printer: Download  > PDF Print and
tick “Crop marks and bleed.”
If sending to the newspaper: Download > PDF Print

For social:
File type: PNG
Resize to square or portrait (1080x1350) 23



You Did It!

You just:

Designed a flyer from scratch

Learned how to actually use Canva

Created something real, useful and print-
ready

Now you can DIY til the cows come home!

T H A T ’ S  A  W R A P  [  A N D  A  F L Y E R !  ]
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Flyer design steps

Find a good
template

02.

Customise
and add text

Select & resize
images

Add a QR or
CTA

Download
PDF Print

03. 04. 05. 06.

Have a clear
message

01.



How
else can I 
help you
stand out? Marketing

collateral
Logo & brand

design
Annual
reports

Photography
& editing

Digital
advertising

Print
advertising

Cards &
letterheads

Social media
templates

CopywritingBrochures,
maps & plans

Signage &
banners

Website
design
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I F  Y O U  N E E D  H E L P  . . .

0429 158 844
Phone

jess@higherdigital.com.au
Email

@higherdigital

Instagram

www.higherdigital.com.au

Website

ABN 27 732583241

ABN

Download
Cheat sheets here

Thank you!
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S C A N  M E !

https://www.higherdigital.com.au/contact
https://www.instagram.com/higherdigital/
https://www.higherdigital.com.au/

