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Canva - Introduction -
Creating account

Canva is a free, online resource that has been around for about 10 years and is probably best
known as a very powerful desktop publishing tool. However, it can also be used to make things like
videos, gifs, websites, booklets, multimedia presentations, social media images, and much, much
more! Much like Google Docs it allows for project sharing and collaboration. Canva can be used by
your students and even integrates with Google Classroom, Moodle, and many other LMS platforms.

We will have some additional training on Canva in the future. For today, the goal is to create an
account if you don’t already have one, and join the West Fork Public Schools team.

Follow this link to get started:

https://www.canva.com/brand/join?token=1YAMwIOmdw1pfJoOsP2P5A&brandingVariant=edu&refer

rer=team-invite

Choose the “Continue with Google” option to get started.
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If you already have a Canva account you are still encouraged to join the West Fork Public Schools
team. You can switch Canva teams by clicking here:
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If you are creating a new account you will likely be asked to verify your account through email.
Once verified, feel free to explore. If you want to learn more on your own, there are many tutorials
and youtube videos for users of all abilities.

That's all for today. Much more on Canva to come!

Originally posted by Carl Clements on the West Fork Technology Hub (2023-04-04).
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Creating Newsletters with
Canva

»

Newsletters have been a great way to communicate for ages! With digital design and delivery,
print-based newsletters have gone out of fashion, and digital newsletter platforms like smore
have become popular.

Check out Mr. Unger’s Tiger Weekly and Ms. Webb’s High School Newsletter to see some of what
Smore is capable of.

Smore DOES have a free plan, but it locks quite a bit of the functionality behind a payment plan.

Soooo where does that leave us? We can actually use Canva to do some really nice newsletters!
This allows you to use a platform that works for more design tasks (meaning you don’t have to
learn different tools), and you have free access to all of the premium tools when using your school
account.

Let’s Do it!

First, it would make sense to look at a newsletter template. This DOES make sense, but these
template are more similar to the old, paper type of newsletter. There are some great templates,
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and if you want your newsletter to be printable, then this is your best starting point.
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The biggest issue with the newsletter template is the vertical size of it. If you have a lot going on, a
single 8 1/2" isn’t going to be all that easy to use. Sure, you can use multiple pages, but that puts a
page brake and consequently, a visual break in your news. If you just need a little more height to

your page, check out the infographic templates!
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Cool, so we have two options so far, but MAYBE we want to be just that little bit different... that
little bit extra... Maybe we want our digital newsletter to feel more, you know, DIGITAL!

Because this is what I’'m looking for in this demo, I’'m going to use the “website” template. It is a bit
annoying that there isn't a blank version of this, so either find a template that you like as a starting
point, or just pick a random one that you can delete all of the contents of.
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For this demo, I’'m using the template called:
“Digital Noticeboard Teacher Education Website in Yellow Purple Colorful Lined Style”
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The cool thing about the website layout is that pages are basically equal to slides. Moving from
page to page has animated transition effects instead of just scrolling. When | add a page by
clicking on this button, I'll get a new blank page after the currently visible page.

. Classroom Hub

( Add your class grade level or name here )
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Templates usually provide pretty reasonable instructions on what to do, for example, | can double-
click on this bubble, and add the information that I'm instructed to. Or, | can change it to whatever

| think makes sense!
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| don't like this background on the first “page” or section. To change it, I'll go to my uploads on the
left, and I'll click on a photo that | would like to use. If | don’t already have an image, | can also use
the “elements” option to search for free image options.

Upload an image or video
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0o
Elements Record yourself

Images
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Now I've got a picture, but it clearly isn't a background image.
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Cool! Now | have a fancy background on this first page! I've created another problem though. |
can't really read the title text.
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In the toolbar, I'll click the font color, I'm going to try white.
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Well... That’s easier, | guess, but it is still not great. Let’s add an effect to try and bring the text
“forward” on the image.
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On my top toolbar, I'll click on “Effects” to get my left toolbar.

Literata - % + A B I U S aA = iz 7 E Effects (O Rise  Position P

Q@EEBI'EI I

—!:./

Cla-ssm‘ﬂm{-lub



https://info.wftigers.org/uploads/images/gallery/2026-10/00MwddJc5V7DcFk1-53da6311bd4c15e464b258baa56514118594098e.jpeg
https://info.wftigers.org/uploads/images/gallery/2026-10/IPzQ6AchCDc6RbBl-e606eacd9ab6aca887327727bcd113065b3e7ce1.jpeg

Conveniently, in the effects toolbar, there is an option called “Lift.” I'll click that.
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Great! Now the text is easier to read, and it kind of stands up on the page.
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While I'm here, I'll just rename the title.
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Something else that you would expect from a digital newsletter is the ability to click on things and
be taken to new locations on the web. Maybe you want to link to the school website, this week’s
lunch menu, or maybe your Clever page. I’'m going to link to the percussion “Band” app.
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I'll click on the button/bubble/asset that | want to turn into a link, and then I'll click the three dots
above it.

In this expanded menu, I'll click on “Link.” I’ll also make a mental (or physical) note that | can also
hold down my control key and press K to get to the same thing in the future).

Copy Ctri+C
Copy style Ctri+Alt+C
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That opened the link tool, so all | have to do is pate in the link the location | want my students to
visit. Then I'll hit done.

Enter a link or search

J Oin { he Ba nd https://band.us/band/87500088/invite

Display mode

Cmm—— -
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By default, this is going to underline the text, and that is totally fine, but | don’t like it here. | still
have the “button” selected, so I'll click on the underline font button to disable it.

© Rise = Position P



https://info.wftigers.org/uploads/images/gallery/2026-10/1SuNJLzr0NzwjwXZ-62c7cf0c4b7fd755886b64b351d8620f99e077b8.jpeg
https://info.wftigers.org/uploads/images/gallery/2026-10/fELZI0Pd8oPFP4eV-cd11b414b03d1dd2fe13c7d460c14e6d74f304ae.jpeg

Much better! Now it looks a lot more like a button you would find on a website.

At this point, I'll continue going through the template, adding, removing, and editing the elements
to make my newsletter look the way | want (except | totally didn’t do that for the sake of the
demo).

That brings us to sharing! What good is a newsletter if nobody sees it!?!? I'll click on the “Share”
button to option the options.

bsite in Yellow P...
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Now, I'll choice the “Public view link” option.
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This gives me YET ANOTHER window, and I'll click on “Create public view link.”
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Now | can click on the convenient “Copy link” option, and my link is ready to paste into an email or
Google Classroom, or wherever else | might think of.
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So we can share our link, but wouldn’t it be cool if we could see who interacted with it? If we click
on share again, our “Public view link” button has a new “live” tag to let us know it is active. Let’s
click that.
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Now, if | click where the visitor label is, I'll get the analytics window.
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This shows several stats on views. This might not be critical, but it is nice to see if you are talking
to yourself or not!
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If you get to a point where you no longer want the newsletter to be public, you can click on Share >
Public view link, and then click the three little dots to remove your link. Easy!
& + i Q© <® Preview

< Public view link (I

This design is shared publicly, anyone with the link can
access a view-only version of this design.

w || Trackvisitors, visit duration and engagement

Class News

Public view link
4l 1visitor

W+ Add anotherli Rename

Use multiple links to track differentaL.  palete

Click here to view my demo newsletter!

Well, that’s pretty much it! You can use these same techniques in all of your other Canva design
projects, so don’t think that this information HAS to be used just for newsletters. | used exactly the
same techniques to make the title thumbnail for this post. PLUS, | used Canva’s stupid-good
background removal tool. One click, and we are background free!

Originally posted by Cory Robbins on the West Fork Technology Hub (2025-01-14).
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Alternatives to Adobe
Photoshop, InDesign, and
[llustrator

This is pretty huge news if you are someone that loves Canva (or hates it) but feels like sometimes
it is a little too... limiting.

Recently Canva purchased the Affinity company. Affinity is company that produces the most
comprehensive and direct competitor to the Adobe Creative Suite (PhotoShop, lllustrator, and
InDesign). The Affinity versions, Photo, Designer, and Publisher respectively, are really great pieces
of software, and, in a lot of ways, they are better than the Adobe versions. At full price, the Affinity
suite (works on Mac, Windows, and iPad) will cost $164.99 one time. That’s SO much nicer than the
subscript required for Adobe products.

Why am | telling you this? It’'s because Canva has a policy that provides the best versions of their
software to students and teachers for free, and when they purchased Affinity, they made the
choice to include the new programs in that free offering! So now, you get everything Canva has to
offer, but you also have access to these three professional-level design programs! | think that’s
pretty awesome, personally!
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We have put the suite in Chocolatey, so you and your students can now follow these instructions to
install and activate on your school computers. Want to install it on your personal computers? Just

follow the step 2 instructions in this link.

Installing Affinity On School
Computers

1. click the Windows button, and type in “GUI” or “chocolatey” to bring up “Chocolatey GUL.”
Click on it to open.
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2. Click on “ChocolateylInternal” on the left side of the store.

7-Zip

[§z1P

Chncolate}rlnternal Affinity Photo 2 (Install)  Affinity Publis

chocolateytech

chocolatey.licensed

3. Affinity Photo, Designer, and Publisher are probably near the top of the list, but feel free to
search for “Affinity” to narrow your choices. Once you see your Affinity options choose
which of the three apps you want to install first, right-click it, and click on “Install.”

Affinity Publisher 2 (Ins...

@ Details

&3 |nstall

4. Your install window will close, and you will then see a new desktop shortcut for your
application of choice.

Affinity
Publisher 2

5. If you want to install more of the apps, feel free to do that now or later. The next steps
just have to happen with the first app you open.

6. Pick one of your newly installed Affinity apps to open. You will see the screen below. Click
on “Sign in with Canva.”
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ﬁ Affinity Publisher

AFFINITY

Publisher 2

Welcome! Let's get you started

Sign in with Affinity 1D

Have a verified Canva for Education or Canva Monprofit account? Sign in with Canva to get free Affinity access.

7. Then click on the “Sing in with Canva” button

Fi Affinity Publisher

Affinity’s apps are now free for verified Canva for Education and Canva Mongfofit users.

Sign in with Canva

Don't have a verified account? Learn how to y your school or nonprofit now.
By continuing, you agree to the Affinity Additional Terms.



https://info.wftigers.org/uploads/images/gallery/2026-10/TyL11zU76EQIGwfF-961dcbd8c76da1715c3c11a7e094fc86eb37d9fe.jpeg
https://info.wftigers.org/uploads/images/gallery/2026-10/n192TG4tWXBx5OKK-448eda178e3f870cf380037ea78d6d7ba9781ce9.jpeg

8. This will open Chrome. On the page, select your team, then click on the “Allow” button.

Affinity would like access to your Canva
account

9 crobbins@wftigers.org Switch accounts

Select a team

CR Cory Robbins's team hd

This will allow Affinity to:

«  Read your user profile and account ig#rmation

Cancel

9. You will get an “Open Affinity [application] 2?” prompt. Select always allow, and then click
the “Open...” button.
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[3 Site Build [ Digital Citizensl agin | eFinancePlus... 10.62.50.2
Open Affinity Publisher 27

https://page.service.serif.com wants to open this application.

Always allow page.service.serif.com to open links of this type...

Open Affinity Publisher 2

A\

Launching Affinity Publisher

10. You will get one final button to let you “Lanuch Affinity...” go ahead and click that to get
started.


https://info.wftigers.org/uploads/images/gallery/2026-10/KRKQjNoTbwtkhRWe-4883443bf5bedf480152657436ca73e98c817d7e.png

Bl Affinity Publisher

Canva | & AFFNITY

Welcome to Affinity!

You can now access all of Affinity Publisher's advanced tools and features. Start creating now by clicking the
button below,

\‘ Kotk Athibeihbticher

The Internet is full of tutorials on this software. Go forth, make beautiful and/or functional things.

Bonus tip...

The major thing Adobe offers that Affinity doesn’t address is video production. They may add this
in the future, but that doesn’t help right now. To fix this, we have also added DaVinci Resolve to
Chocolatey. I really like this software too. They use it on Hollywood blockbuster films, so I'm pretty
sure it should work for our purposes!

‘ Originally posted by Cory Robbins on the West Fork Technology Hub (2024-09-10).
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| Love PDF Tool

Whether scanned from the copier, downloaded from the Internet, or received in an email, PDF files
are by design easy to open but difficult to edit. This article demonstrates two of the many tools
available to make changes to PDF files.

14 PDF

ilovepdf.com is a powerful collection of free PDF tools.

Logging in to the website is optional. If you choose to, you can log in with your Google credentials.

There are multiple tools in each of the following categories:
Organize PDF

Optimize PDF

Convert to PDF

Convert from PDF

Edit PDF

PDF Security

These tools are fairly intuitive to use. The rest of this document will be a demonstration of the tools
we use on a regular basis in the tech office.

Click the arrow to expand

Tool #1 - Organize PDF

Click the Organize PDF button.

" A
[ ]
al B

Organize PDF

Sort pages of your PDF file
however you like. Delete PDF
pages or add PDF pages to your
document at your convenience.
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Select the PDF file you want to work with by: drag and drop, Clicking the Select PDF file button,
or loading from Google Drive.

Organize PDF

Sort, add and delete PDF pages.
Drag and drop the page thumbnails and sort them in our PDF organizer.

Select PDF file

©

or drop PDFs here

Select the file and click Open.

G Open
< = SRR i > Downloads W @] Search Downloads o
Organize New folder =~ [1
3 D OneDrive Mame Date modifi\éd Type Size
W Today /
Gl Desktop » G Discipline Training Slides 9/24/2024 10:13 AM Chrome HTML Do... 367 KB
E Logan-Arwood-09-24-2024 9/24/2024 8:21 AM Chrome HTML Do... 3KB
4 Downloads #
~ Yesterday
% Documents
@ PDF #1 0/23/2024 3:59 PM Chrome HTML Do... A0 KB
PN Pictures  # @ roF#2 0/23/2024 3:48 PM Chrome HTML Do... 244 KB
6 Music » € SMS Required Fields for Cycle Reporting .. 9/23/2024 10:52 AM Chrome HTML Do... 2,705 KB
3 Videos » ~ Last week
=7 System32 @ Stakeholder Meeting 9-17-24 9/18/2024 11:31 AM Chrome HTML Do... 1,259 KB
E 2025-ArBenefit Rates for Employees 9/17/2024 9:16 AM Chrome HTML Do... 90 KB
@ WEST FORK PUBLIC SCHOOL DIST Fundi.,  9/16/2024 1:54 PM Chrome HTML Do... 22 KB
5 i Onellrive
File narme: |DisciplineTraining Slides v| PDF File

I

Once the file is open a thumbnail of each page will be displayed.
Drag and drop the pages to change the order.

Hover over the thumbnail to Add, Delete, or Rotate a page.

Rotate ——p ¢ x
S— mfjnelete

Mane Aocm: roamvendisor > 40> D¥oe > nd2est Dess

Add a blank page

Intarvention:

Mz Azcem: roama
Cazwls Offams

Open
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When done, click the Organize button.

Organize ®

The file can now be renamed and downloaded.

Tool #2 - Merge PDF

Click the Merge PDF button.

B

Merge PDF

Combine PDFs in the order you
want with the easiest PDF merger
available.

Select the PDF files you want to work with by: drag and drop, Clicking the Select PDF file
button, or loading from Google Drive.

Merge PDF files

Combine PDFs in the order you want with the easiest PDF merger available.

o
©

Select PDF files

or drop PDFs here

In this example, PDF#1 and PDF#2 are selected and opened.

Open *
- » o i » Downloads ~ [} Search Downloads 2
Organize + Mew folder =~ [0 o
3 D OneDrive Mame Date modifizd Type Size
~ Today
. - ' 347 ) -
@l Desktop » G Discipline Training Slides 9/24/2024 10:13 AM Chrome HTML Do... 367 KB
~ Yesterday
4 Downloads #
G PDF #1 9/23/2024 3:59 PM Chrome HTML Do... 340 KB
2| Documents #
G PDF #2 9/23/2024 3:48 PM Chrorme HTML Do... 244 KB
I Pictures # & SMS Required Fields for Cycle Reporting ... 9/23/2024 10:52 AM Chrome HTML Do... 2,705 KB
@ Music # |~ Last week
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A thumbnail of each file will be shown. You can drag and drop to reorder.

Mew Reskdency Code Student Damagraphics — Azazemic

e Laat Schoal Tear 2023-2024
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Click the Merge PDF button.

Merge PDF ®

The merged file can now be renamed and downloaded.

Originally posted by Carl Clements on the West Fork Technology Hub (2024-09-24).
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