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How to Create a Checklist in Canva for Your Free Opt-In: 
 

Log-in or create a new account in Canva. 
(A free account is really all you need, but if you sign up for the 
 free trial of Canva For Work, I'll let you in on a little secret.*) 
 
Click on the large + sign near the top right of the page to show More 
layouts. 
 
Select the US Letter layout from the Documents area. 

 
Choose a Canva layout from the left (some are free, others cost only 
$1) or work with the blank white page. I prefer to use the blank page for 
creating checklists. 
 
To create a check box, select Elements, then Shapes. Any shape will do, 
it doesn't have to be square. You can easily resize the shape, change the 
color and drag it wherever you want. 
 
Add text next to each check box, by selecting Text and then choosing 
either heading, subheading or body. You can change the font, size and 
color of the text. 
 
Add any images if desired, but remember people may wish to print this 
page and won't want to waste a lot of printer ink. Canva has over 1 million 
images to choose from, so you can search through their selection or you 
can upload one of your own. 
 
Continue to add your text and check boxes until you are done. You can 
add more pages if needed. Clicking on the tiny double page icon to the 
right will copy the page exactly how it is. If you want a new blank page, 
then click on Add a new page. 
 
Make sure all elements are lined up the way you want them to look. 
 
Add a Call to Action to the end of the last page. You can send people to 
a sales page, blog post, etc. Create a hyperlink by clicking on the link 
icon next to the delete icon. 
 

https://virtually-done.com/
https://www.canva.com/


               
OPT-IN CHECKLIST 

© 2018 Virtually-Done.com Page 2 

 
Change the title of your page where it says US Letter – Untitled Design 
in the nav bar. 
 
Canva will autosave your work, but to be on the safe side select File, then 
Save when you are finished. 
 
Click Download, and then Save as PDF – Print. 
 
Share your pretty, new checklist with your readers, email list and/or social 

media followers. Be sure you get them to opt-in first. 😉 

 
Play around with Canva and discover all that you can do with it. There are 
a lot more features and functions than I mentioned here. 
 

Notes: 
 

  
 
 

 

 

 
 
 
 

 
 
 

 
*Hint: If you are using the free trial of Canva For Work, make sure you upload 
any special fonts and brand colors before it expires. You will find that those 
options are still saved and available when you downgrade to the free version. 
At least, that's what happened for me, but it was quite a long time ago. 
 
If you do a lot of this kind of design work for yourself as well as clients, it 
might be best to upgrade to the paid version as it will save you a lot of time 
and keep you better organized. 
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