
About Figma 

What is it? 
Figma is a vector graphics editor and prototyping tool that is web-based with additional offline 
features for desktops.  

What is it used for? 
It can be used to build prototypes of applications or websites on various screen sizes, creating 
style guides, whiteboarding with a team, and more! You can document your workflow, comment, 
share, and edit with a team. Figma allows you to export components and shows you snippets of 
the code behind your design. This allows an easier transition between the design and 
development team.  

Getting a Figma Account 

Payment Plans 
For our purposes in these workshops, the free account is just fine! If you end up wanting to get 
a paid subscription for more features, you can check out the different options here.  

Student Account 
We won’t go into verifying your student status in this workshop, but feel free to go ahead and 
use your student email when signing up. That way, you can always go back and verify with the 
steps below. Click on the image to visit Figma’s site. 

 

https://www.figma.com/
https://en.wikipedia.org/wiki/Vector_graphics
https://medium.com/nyc-design/what-is-a-prototype-924ff9400cfd
https://en.wikipedia.org/wiki/Style_guide
https://www.figma.com/figjam/
https://www.figma.com/pricing/
https://www.figma.com/education/


 

Our Web Team 
Our Web Team for Girls Who Code at UNCC has been granted access to the educational plan 
where we can have a free team on Figma. We will use this to create our own style guide and 
reusable components that can be incorporated to our current website template. If you’re 
interested in joining our team and helping work on this, you’re in the right place! We will have 3 
parts to this workshop series to get us acquainted with Figma and start using it as a team.  
**Make sure you use your UNCC email when signing up so you can be added to our team later.  

 

Getting Started 
Below are a few of the basic things you can do with Figma in general. See the next section for 
more common actions that are helpful when building a prototype.  

Creating a New Project 

 



 

 
 

Learning the Interface 
Below are the basic sections of your Figma workspace that we will work with. Click the image 
below to see a much more detailed breakdown.  

 
 
Move Tool 
The move tool is essentially a select tool. You can grab and move items as a whole or select 
groups of items. You can also click on points of a selected item to drag out those, resizing or 
shaping the item.  

●​ Inside of a selected item, you will also see a small dot inside each corner that you can 
click, hold, and drag in and out (or left and right) to edit the curve of those corners 

 
 
 

https://www.raywenderlich.com/books/app-design-apprentice/v1.0.ea1/chapters/2-workspace-tour-figma-fundamentals


Frame Tool 
Selecting the frame tool will cause frame options to pop up in the right side panel. Here is where 
you can pick the size of your frame or page to add to your canvas. For example, a mobile frame 
or a desktop frame. These frames are called artboards, but for the purpose of this workshop and 
creating a website prototype, I will refer to them as pages.  

 
 
Shape Tool 
This tool allows you to select various shapes to add, as well as the option to place an image.  

●​ Images can be placed within shapes, text, and more and snap to fit that item. 

 
 
Pen Tool 
Using the pen tool, you can click and draw lines with multiple points or angles.  

●​ Hold SHIFT + Drag the line around to get angle increments of 15 degrees or so 
●​ To create multiple connected line segments 

○​ Click to start your line and move your mouse the distance you want the line to go 
○​ Click again to end that current line segment 
○​ You can repeat the process for as many line segments as you want 

●​ Hit ESC to stop adding line segments 
●​ If you want to create a curve 

○​ Click to start your line and move your mouse the distance you want the line to go 
○​ When clicking to end the current segment, hold that click and drag your mouse 

pointer around  
  

 
 
 
 
 



Text Tool  
When the text tool is selected, you can click anywhere on the canvas and start typing text. In 
this case, the text box will form around your text, and you will need to do your own resizing.  

●​ If you want a specific size/shape text box, click and drag out a box and then begin typing 
●​ You can always resize the text box later with the scale tool found under the move tool 

 
 
Grab Tool 
You can use this to grab the canvas (without selected items) and move it around.  

●​ Another way to move around is to use the spacebar 
○​ This way automatically goes back to the move tool when you let go 

 

 
 
Comment Tool 
When the comment tool is selected, simply click on any location on the canvas to type a 
comment.  

 

 
 
You and any others who have access to this project can reply to this comment or mark it as 
resolved using the icon in the top right corner of the comment thread. 



 

 



Getting Plugins 
Plugins are extremely useful to increase efficiency of your workflow. You can explore the plugin 
community for any that you are interested in. For this workshop, I recommend installing those 
shown in the second image (with the exception of Google’s Material Design - unless you just 
want that for later). For other cool things you can use, check out UI Goodies. 
 

 

 
 

https://uigoodies.com/


 

Share Your Project 
While working on your project, or when you’re finished, Figma allows you to share it with others. 
You can give them view or edit access. You can also embed your project somewhere else for 
others to view. For example, if you wanted to include it in a portfolio.  

 

Common Actions 
Below are some common actions you will use while working in Figma, especially in this 
workshop to create a prototype. No need to memorize these, feel free to refer back to this 
section whenever you need to!  
 
Note: There are multiple ways to do some things, as well as shortcuts for many actions. So what 
is listed is just one or two ways to do that particular action. Feel free to explore all the ways you 
can do these and start implementing short cuts! 

Layers 
Layers are what gets created every time you add an object, whether that is text, shapes, 
images, etc. Depending on what is selected when adding an object, these layers will appear 
under the frame or page you added them to (ie. Home page or About page of a prototype), or at 
the top of the Layers Panel. These are important to keep organized.  

Naming  
When new layers are added, make sure you name them as soon as possible. Give them a 
meaningful name that will be helpful in knowing what object that layer is for at a quick glance. 
Once you start putting items into groups, or making an item a component, make sure to also 
name that component or group.  

●​ To name a layer, double click on it and type/edit the name 
 
An example of a group can be seen with the component “Navbar” in the image below. 
(Components are shown in purple) The Navbar contains all elements in the menu bar of the 
website prototype: Title, menu options, find a store button, etc.  
 
 



 
 

 

Sorting 
If you are ever unsure which layer goes to certain items, or even which page is what (pages 
have the bigger titles and # symbols in the Layers Panel), you can click on a layer and see what 
is selected on the canvas. 

Ordering 
The order your layers are in automatically determines what objects are on top of others. If you 
want to change this, you can grab a layer and drag it above or below another layer to bring that 
layer forward or backwards in terms of view.  

●​ This can also be accomplished by selecting the item on the canvas directly, right clicking, 
and choosing to bring forward or backwards 

Locking 
If you have a layer you won’t need to mess with anymore, or you don’t want it getting selected 
as you move other things around, you can lock that layer by clicking the lock icon on the layer. 



 

Zooming/ Moving  
Zooming is similar to most other applications.  

●​ Windows: CTRL + or CTRL - 
○​ Can also use CTRL and mouse scrolling to zoom in and out on a particular spot 

●​ Mac: CMD + or CMD - 
○​ Can also use CMD and mouse scrolling to zoom in and out on a particular spot 

Resizing Objects 
To resize an object while keeping its aspect ratio, you can hold SHIFT while using your mouse 
to click on a corner and drag it in or out to the size you want. If you don’t hold SHIFT while doing 
this, the shape/aspect ratio will not be constrained.  

Creating Components 
A component is a reusable element. We want to make things we will use often or want the same 
look/size/etc components. For example, a navigation menu at the top of a website usually stays 
consistent across pages. To make something a component, select the items you want, right 
click, and select Create Component. These items should now be grouped under the name 
“Component” in the Layers Panel and appear in purple. You should rename the component to 
something relevant.  
 
Now whenever you make changes to that original component, any copies elsewhere on the 
canvas will also get those changes. If you need to change a copy of a component on a given 
page, you can still do that without affecting the original component. However, be aware any 
changes to the original component will affect all other copies. 

Duplicating Objects 
You can easily duplicate pages or objects with CTRL C and CTRL V. You can select an entire 
page to copy by using the Layers Panel on the left to select the page name and then using 
CTRL C and CTRL V. Make sure you rename your copy so you know what it’s for.  

Transitions 
Transitions are used to showcase moving through different pages of your prototype. We can 
select an item, click on the Prototype tab in the Properties Panel on the right, and add an 
interaction. Then you can select what the interaction is, what it should do when that interaction 
happens, and how it should do it.  



 

Placing Images 
Images can be placed in a couple ways depending on what you want to do.  

●​ If using an image from your own files that you want to place in the canvas regularly, just 
drag and drop it into Figma 

●​ If you want to place an image inside of a shape or object (even as text colors!), select 
place image from the shape tool menu, select the image you want, go to where you want 
it and click the object 

●​ If you want it to automatically place the image in a shape or object, select that object, 
then choose a photo and double click to insert it into the selected space 

Note: These steps may change slightly depending where you are selecting images (plugin vs 
desktop files), but the concepts are the same. Some trial and error can help get the hang of it. 

Build a Prototype 
In this workshop, we walk through building a prototype for a simple coffee shop website. This 
website is not taking many design principles into account or paying too much attention to colors. 
It is solely for learning how to use Figma in general. In the next workshop, we will look a bit 
more at design principles and taking our prototype to the next level.  
  

**Note: Currently the images below do not have steps or comments, they are just here for visual 
reference. This section will be completed later. See the recording for a detailed follow-along.** 
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