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Digital Kindness Tool Guides – 
A how-to guide for using free or low-cost tools to support your charity's digital presence.


Canva (Design Made Simple)
What it is: Canva is an easy-to-use graphic design platform that helps you create professional designs, even if you have no design experience.
How to access and set up
Go to https://www.canva.com and sign up for a free account.
Nonprofits can apply for Canva Pro for free at canva.com/canva-for-nonprofits.
How to use
Choose a design type (e.g. Facebook post, flyer, newsletter).
Use drag-and-drop templates to customise text, colours, and images.
Upload your charity’s logo and photos, or choose from Canva’s library.
Download designs as JPG, PNG, or PDF, or publish directly to social media.
Benefits
Free and user-friendly.
Lots of templates for different platforms.
Canva Pro for nonprofits includes branding tools and premium images.
Drawbacks
May feel overwhelming at first due to many options.
Designs can look similar if overused without customisation.
Alternatives
Adobe Express
VistaCreate
Piktochart


Mailchimp (Email Marketing)
What it is: Mailchimp is a platform to send email newsletters and updates to supporters.
How to access and set up
Go to https://mailchimp.com and sign up for a free account.
The free plan includes 500 contacts and 1,000 email sends per month.
How to use
Import your contact list or add subscribers manually.
Use a drag-and-drop editor to create professional-looking email campaigns.
Schedule or send immediately and track opens/clicks.
Use ‘audience segments’ to target groups (e.g. volunteers vs donors).
Benefits
Good templates and easy-to-use builder.
Automation and scheduling features.
Reports show what’s working.
Drawbacks
Can get expensive beyond free plan limits.
Some learning curve with lists and tags.
Alternatives
MailerLite
Constant Contact


Meta Business Suite (Social Scheduling)
What it is: Meta Business Suite allows you to manage and schedule posts across Facebook and Instagram from one place.
How to access and set up
Visit https://business.facebook.com and log in with your Facebook account.
Link your charity’s Facebook and Instagram accounts. You must have a Business Facebook account set up to access and a professional Instagram account.
How to use
Create and schedule posts or stories for both platforms.
Monitor messages, comments and insights from one dashboard.
View and analyse post performance using built-in analytics.
Benefits
Free and integrates with Facebook & Instagram.
Useful for planning ahead and posting consistently.
Helps track what’s working (likes, comments, reach).
Drawbacks
Not always user-friendly interface.
Sometimes glitches or delays in publishing.
Alternatives
Buffer
Hootsuite (free limited plan)
Later


Bitly (Link Tracking & Shortening)
What it is: Bitly shortens long URLs and tracks how many people click them.
How to access and set up
Go to https://bitly.com and sign up for a free account.
How to use
Paste a long URL into the box and click ‘Shorten’.
Share the new short link in emails or posts.
Log in to see how many clicks it receives and when.
Benefits
Makes links cleaner and easier to share.
Shows how people engage with your content.
Custom short links available.
Drawbacks
Free account has limited link history.
Doesn’t show who clicked – just how many.
Alternatives
TinyURL
Rebrandly
Short.io


Google Analytics & Google Business Profile
What it is: Google Analytics shows how people use your website. Google Business Profile puts your charity on Google Maps and search results.
How to access and set up
Google Analytics: https://analytics.google.com
Google Business: https://www.google.com/business
How to use
For Analytics: Add tracking code to your website (ask your web designer).
View dashboard to see visitor numbers, locations, and popular pages.
For Google Business: Create or claim your charity listing.
Add info like opening hours, website, photos, and updates.
Benefits
Improves visibility online (especially for local search).
Helps understand website traffic and what’s working.
Drawbacks
Analytics setup can be technical.
Need to monitor/update business listing regularly.
Alternatives
Matomo (for Analytics)
Bing Places (for listings)


Grammarly & Hemingway (Writing Tools)
What it is: These tools help improve grammar, clarity, and tone in writing.
How to access and set up
Grammarly: https://grammarly.com (free browser extension or desktop app)
Hemingway: https://hemingwayapp.com (free online tool)
How to use
Grammarly checks grammar and tone as you type (emails, posts).
Hemingway highlights long sentences, passive voice, and hard-to-read sections.
Paste text into Hemingway and aim for a low grade level (clearer writing).
Benefits
Helps make writing more inclusive and professional.
Free and easy to use.
Good for social media, blogs, emails, and reports.
Drawbacks
Grammarly can be too formal for casual posts.
Hemingway may oversimplify tone or nuance.
Alternatives
ProWritingAid
Microsoft Editor
Google Docs grammar tool
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