Project Bloom – Canva for Small Business Session 1

	Producer: Pre-work
	· 1 day before or less - webinar software email to registered participants prior to the beginning of the workshop.

	
	· Prior to the start of the session: 
· Open the PowerPoint file associated with this training and ensure all content is as described in this guide 
· Screenshare the PowerPoint
· Be prepared to answer basic technology questions regarding Zoom and Canva
· Make sure the following Zoom settings are enabled: use participant waiting room, mute upon entry, make facilitator the co-host.



	Facilitator Pre-Work:
	· Open the PowerPoint file associated with this training and ensure all content is as described in this guide. 

	
	· Familiarize yourself with the content and timing of the training.

	
	· Some key talking points and questions are included in this guide but be prepared to add your own commentary and questions when applicable.

	
	· Prepare for being able to walk through the guided exercise in Canva. The basic directions are included in this guide, but you may include any tips you have as well.



	Session #

		Slides
	Approximate Timing
	Topic

	1-2
	6 minutes
	Welcome, Introductions, Basic background information

	3-4
	7 minutes
	What Canva can do for your small business

	5-6
	6 minutes
	Canva tour

	7
	5 minutes
	Differences in the paid and free versions, setup a Canva account

	8
	12 minutes
	Breakout rooms to brainstorm ideas specific to participants’ businesses

	9-10
	10 minutes
	Guided exercise

	11
	11 minutes
	Wrap-up with questions and independent work time to get started on a project with instructor available for assistance

	Total:
	60 minutes




	Slide#/
Duration
	Slide
	Facilitator Notes
	Producer Notes

	[bookmark: _Hlk39819497]Slide 1/ pre-arrival and 3 minutes

Elapsed Time: 0:00- 3:00


	[image: ]
	DO: 
Greet people as they arrive early. 
At the end of minute one, SAY: 
Hello everyone and welcome to our training on Canva for your small business. We’re excited to have you with us for this session and we anticipate that you will walk away with valuable tips and ideas for your business. 
DO:
Briefly introduce yourself and your producer.
	DO: 
Have soft background music playing. 


	Slide 2/     3 minutes
	[image: ]
	SAY: 

This session is the first in a series of sessions with helpful gools for you, the small business owner. We have complied some of our favorite tools with tips and tricks to get you going to save you time and money in your small business. During this session we will be looking at the design tool Canva. We will start by looking at a some of what Canva can do and why it can be such a powerful tool for your business. Next we’ll be looking at a sampling of projects and templates that may be of interest to you and your business. We’ll be discussing the different types of Canva accounts you can sign up for. You’ll have some time to brainstorm with other participants about some projects that will help your business excel and lastly, we’ll create a project together to get you started and show you some tips and tricks we like to use. Please feel free to reach out in the chat if you have any questions along the way. If you have a question, it’s likely someone else does too! Canva is an exciting and dynamic tool and we are so excited to see what type of projects you all will create to enhance your business!

Now we’ll do a couple of quick activities to see if everyone is awake and take a little inventory and everyone’s starting point with Canva. If you have used Canva at all for your small business or maybe something in your personal life, turn your video on, if not, turn your video off. Okay, great! Now everyone can turn your video back on. Now, if you have a project in mind that you really would like to get started on in Canva ASAP, change your name to that project. It could be something like a logo, business card, Instagram post, etc. Okay, good, I’m seeing (fill in the blank). I think everyone will feel comfortable getting started on these projects at the conclusion of this class. You can change you name back to your business name or your name now.
	DO: Monitor chat for questions.






























DO: Monitor for anyone needing help with the activities.

	Slide 3/ 1 minute
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	SAY: I think a lot of us have heard of Canva, maybe even know some of what it can do and have played around with it a little bit, but aren’t really using it for projects that could make our lives easier and or our businesses better. We’re going to show you ways you can use Canva, giving you some specific examples you can use help you get started on some projects!
	

	Slide 4/ 6 minutes
	[image: ]
	SAY:
Canva is an online graphic design platform used to create social media graphics and presentations. With many businesses having an online presence, how can you use Canva to stand out from the crowd and make your business memorable?
Two words: Branding and content creation. Branding looks like similar colors, fonts and an overall cohesive theme among photos, graphics, posts, promotional material, etc. Canva can even help you keep all of your branding items stored so that your projects can easily be designed with a cohesive design in mind.
While words are great, people tend to process images faster. Creating content that is unique to you is a great way to help your business stand out in the crowd and keep you on the forefront of your customers’ minds.

Take a minute to think about businesses you frequent and follow online. What things do they put out there that might catch your eye and influence a visit/purchase? Put that in the chat or unmute your mic and share with the group an example.

DO:
After giving participants a few minutes to discuss some ideas, show the Abingdon Gifting Instagram page on the screen and point out some examples of branding and content creation.

	DO: Monitor the chat for questions.





















DO: Add key responses to a whiteboard in Zoom.

	Slide 5/ 1 minute
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	SAY: Now we’re going to take a tour through the Canva site to show some of the most common items you might want to create. While we’re looking, jot down any items you see that might be useful for your business. 

	

	Slide 6/ 5 minutes
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	SAY:
· Let’s dig in to the website and take a look around.
DO: 
Point out the options on the home screen. Show items in each category that might be of interest.
· Documents
· Pricing proposal
· Employee handbook
· Newsletter
· Whiteboards 
· Good for collaborating with a team. Examples:
· Project planning
· Client meeting
· Mood board
· Workflow diagram
· Presentations
· Can build a presentation very similar to PowerPoint
· Has the capability to record audio and video with the presentation if you want to save it for later
· Social Media 
· Instagram
· Story, post, ad, reel, animated post
· Facebook
· Post, ad, cover, event cover, video
· LinkedIn
· Background photo, post
· Video
· Facebook, Instagram, TikTok, Youtube
· Print Products
· Design and print
· Marketing, stationary, gifts, etc
· Websites

	

	Slide 7/ 5 minutes
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	SAY: 
There is a paid version and a free version of Canva. The free version is for anyone wanting to design anything on your own or with others. Canva Pro, the paid version, is for individuals, entrepreneurs and freelance designers who want unlimited access to premium content, create professional designs with ease and scale their productivity.
How many of have a Canva account already? You can raise your hand on your screen. For those who don’t we’ll walk through getting signed up. 
DO: Go to canva.com and walk through the setup process. 

	DO: Monitor for raised hands of those who need help and let the facilitator know.

	Slide 8/ 12 minutes
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	SAY:
Now we’re going to go into breakout rooms to discuss some ideas that you have for your business since you have a better idea of what types of things you can create in Canva. Let’s bounce some ideas off of each other and meet back here in 8 minutes to share with the group what ideas we came up with.
DO:
· Participants will be broken up in rooms based loosely on business types, ie., service, online retail, brick and mortar retail, etc.
· Give 8 minutes after everyone gets in their breakout room.
· Come back together for 4 minutes of debriefing. Use the whiteboard in Zoom to jot down ideas.

	DO: 
· Break participants up into rooms based loosely on business types. Set the timer for 8 minutes once everyone is in their room.
· Use the whiteboard in Zoom to allow the participants and facilitator to jot down ideas the groups come up with.

	Slide 9/ 2 minutes
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	SAY:
Now we will create a project together in Canva so you can practice using some of the features available.

Go ahead and log into your Canva account. Now that everyone is logged in, we’ll begin creating a business card together. We will all create the same one so that you are sure to see all of the features I point out.

	DO: Monitor the chat for questions.


	Slide 10/ 8 minutes
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	SAY:
Let’s get started by designing this business card together. If you aren’t finding something or are afraid you are getting behind, please raise your hand and I will slow down and get you where you need to be. Don’t be shy! We can take it slow and make sure you learn the steps as we go.

DO:
Switch your screen over to your browser with canva.com logged into your free account.

SAY: 
· Let’s find a template to get started with. We’ll search business cards. 
· Notice templates with the crown in the bottom right corner are only available in the paid version.
· Let’s choose “Beige Handwritten Wedding Agent Business Card” for this practice exercise.
· Click on the card and click “customize template”.
· Once you click on an editable element, notice all options for editing will be in the top white bar on the screen.
· Fonts we’ll use:
· Sanchez
· Bebas Neue
· Lovelo
· Moontime
· Jonathon
· Playlist script
· Edit the name to your name, then change the font to Moontime.
· Edit “Wedding Planner” to be any title you’d like. We’ll then change the font to Sanchez. We can also click the 3 dots at the end of the editing ribbon to get more options. I’m not sure if I like all caps here, so I’m going to change it to normal by clicking the aA button. I think I like the caps better, so I’ll change it back.
· Let’s add some elements to make it look more like our “brand”. I’m going to remove the leaves by clicking on them and clicking delete. Now I’ll search on the right side under “Elements” for “flower”. (Show the variety of elements available and remind them the ones with the crown are only available for the paid version.) Choose “flower border” then find an appropriate image. Insert one on an upper and lower corner. Demonstrate how some elements can be edited to reflect brand colors.
· You can also upload your own elements using the “upload” button on the left. Use this to upload photos, video and music.
· Now let’s move to side 2. Here I’ll give you a few minutes to edit the information and add any elements you’d like. Let me know if you have any questions.

	DO: Monitor the chat for questions.


	Slide 11/ 14 minutes 
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	SAY:
Now that you have an idea of the projects you can create in Canva and have created something, how do you feel about getting started on your own project? What project will you complete next for your business? If you feel comfortable, put that idea in the chat or unmute your mic and share with the group.

DO: 
Give participants a minute to share. Read the responses that come up in the chat.

SAY:
I’d like everyone to begin a project now during the remaining time in this session that is applicable to your business. I’ll be here to answer any questions you might have. I’m excited to meet back next time and see what you create! Our next session will be looking more in depth at how Canva can be used in conjunction with social media. I look forward to seeing you then!

DO:
Monitor the chat and audio for questions. Let participants know when time is up and say goodbye.
	 










DO: Monitor responses and add to a whiteboard in Zoom.

Monitor the chat for questions.




15

image1.png




image2.png
Agenda

Introduction

What is Canva?

Look at a sampling of projects and
templates available in Canva

Identify projects that would be
helpful for your business

Create 2 project together in Canva

Session wrap-up

[ ———




image3.png
[ ———

Introduction

What is Canva?

Look at a sampling of projects and
templates available in Canva

Identify projects that would be
helpful for your business

Create 2 project together in Canva

Session wrap-up




image4.png
Use Canva to create items like...

Inscagram Post Inscagram Stories Blog Banners





image5.png
[ ———

Introduction

What is Canva?

Look at a sampling of projects and
templates avaiable in Canva

Identify projects that would be
helpful for your business

Create 2 project together in Canva

Session wrap-up




image6.png
Let’s take a look at the Canva Website

= Conva





image7.png
Paid versus free version

e

Free Version Paid Version

+ Vil of s + Eurang rdded s e
= o st ke e i

ity o coliborss + Promium smpiaesand 100+
P ion stk procos, vdeos, o
i o and graphics

+ Toousands o es vl B
+ Dragand dop sdear Vige Resze
+ Vi ringa o prvais o Schodl soc mad coca:
R — T8 o dout e

2407 cuamar s





image8.png
[ ———

Introduction

What is Canva?

Look at a sampling of projects and
templates available in Canva

Identify projects that would be
helpful for your business

Create 2 project together in Canva

Session wrap-up




image9.png
[ ———

Introduction

What is Canva?

Look at a sampling of projects and
templates available in Canva

Identify projects that would be
helpful for your business

Create a project together in Canva

Session wrap-up




image10.png
Use Canva to create an interactive business card

Eridlinn Wﬁw

. FLORAL DESIGNER
Au‘

In

ot e g G o




image11.png
prm——

[ ———

Introduction

What is Canva?

Look at a sampling of projects and
templates available in Canva

Identify projects that would be
helpful for your business

Create 2 project together in Canva

Session wrap-up




