[bookmark: _73ogyaarh0m3]Canva III: Canva + AI for Social Media
Instructor: Stephanie Stoudenmire
Phone: 413-887-4355
Email: contact@codeforce.us
Website: https://www.codeforce.us

Purpose of this guide: This is a step‑by‑step follow‑along that mirrors the class exactly. You do not need to rush or remember everything. Use this guide during class and later when you repeat the process on your own.

[bookmark: _synvzsx00uq7]What You Are Building Today
By the end of this class, you will have:
· A ChatGPT account set up for your business
· A simple weekly social media plan
· Written captions for your posts
· Canva graphics that match those captions
· Facebook posts scheduled or ready to schedule in Meta Business Suite
This is a repeatable system you can use every week.

[bookmark: _jr3tfnlttlfq]Part 1: Using ChatGPT as a Social Media Helper
Goal: Use ChatGPT to create a simple week of posts (ideas + captions) for your business.
What you need:
· A free ChatGPT account
· A note or document to paste/save your captions (Notes app, Google Doc, Word, etc.)
[bookmark: _1rb8r498efqv]Step 1: Create your free ChatGPT account
1. Go to chat.openai.com (or open the ChatGPT mobile app).
2. Click Sign Up.
3. Use email, Google, or Apple.
4. Log in.
Tip: If you already have an account, you can skip this and go right to Step 2.
[bookmark: _cghh3cvnw23d]Step 2: Start a new chat and introduce your business
Copy and paste this prompt, then fill in the brackets.
Prompt: Business intro
I am the owner of a business called [BUSINESS NAME].
We sell/offer: [WHAT YOU SELL/OFFER].
Our customers are: [WHO YOU SERVE].
We are located in: [CITY/REGION] (or we serve customers online).
Our main social media platform is: Facebook.
Our brand voice should feel: [friendly / professional / funny / warm / bold / calm].
Our goal for the next 30 days is: [more bookings / more store visits / more sales / more followers].
Please use this information in this chat and help me create social media content.
If you are unsure what to write:
I run a small business. Ask me 5 quick questions so you can help me write Facebook posts for my customers.
[bookmark: _rphkksyq1pe9]Step 3: Ask for a simple weekly posting plan
Prompt: Weekly plan
Based on my business, create a simple 7‑day Facebook posting plan for next week.
Give me 5 posts (not 7) so it feels realistic.
Mix them like this:
· 2 helpful/educational
· 2 community/behind‑the‑scenes
· 1 promotional
Return it as a table with: Day, Post Topic, Goal, Suggested photo/graphic.
Quick edits you can ask for:
· Make it more casual and local.
· Make the posts shorter.
· Make it less salesy.
· Add stronger calls‑to‑action.
[bookmark: _hap7fair9r0c]Step 4: Turn the plan into captions
Prompt: Captions
Using that weekly plan, write 5 Facebook captions.
Keep each caption under 80–120 words.
Use my brand voice.
Include a simple call‑to‑action at the end.
Do not use hashtags.
Optional:
For each caption, give me 2 options.
Option A: friendly and short
Option B: a little more detailed
[bookmark: _lb7vxw2l2p6v]Step 5: Save your work
Create a document called:
Weekly Social Posts – [Your Business Name]
Paste in:
· Your weekly plan table
· Your 5 captions
You now have your words done. Next we turn them into visuals.

[bookmark: _qcznojdhyquz]Part 2: Canva – Turn Captions into Social Posts
Goal: Choose Canva templates and turn your captions into graphics.
What you need:
· A free Canva account
· Your captions saved in your document
[bookmark: _dpx3rlserpag]Step 1: Open Canva and search templates
1. Go to canva.com
2. Search: Facebook post
3. Browse templates
[bookmark: _m1bfbgqz2fru]Step 2: Pick a simple template style
Choose a template that is:
· easy to read
· not text‑heavy
· fits your business vibe
Rule of thumb:
If you can’t read it in 2 seconds, it’s too complicated.
[bookmark: _gx5oc9qgs0du]Step 3: Start with 3 graphics, then expand
Create 3 posts first:
· 1 educational/helpful
· 1 community/behind‑the‑scenes
· 1 promotional
[bookmark: _nwq745vg07q4]Step 4: Put the right text on the graphic
Do not paste the entire caption onto the graphic.
Instead:
1. Write a short headline (3–8 words)
2. Add 1 short supporting line (optional)
3. Add a short call‑to‑action (2–6 words)
Examples of headlines:
· Quick Tip
· Did You Know?
· Behind the Scenes
· New This Week
· Now Booking
[bookmark: _aon6sige45l5]Step 5: Duplicate pages to stay consistent
Use Duplicate Page so you don’t start over.
Then swap:
· headline
· photo
· colors (optional)

[bookmark: _abf8idrwqdvb]Part 3: Screenshots – Connect ChatGPT + Canva
Goal: Use screenshots so ChatGPT can help you choose templates and fill in text for a specific layout.
[bookmark: _y89k6beu61j7]How to take a screenshot
Windows
· Windows + Shift + S
· Or: Snipping Tool
Mac
· Command + Shift + 3 (full screen)
· Command + Shift + 4 (select area)
Phones/Tablets
· iPhone: Side Button + Volume Up
· Android: Power + Volume Down
[bookmark: _2zpci4dimtuj]Screenshot workflow (the class method)
1. Screenshot Canva search results for Facebook post templates.
2. Paste the screenshot into ChatGPT.
3. Ask which template fits one of your planned posts.
4. Screenshot the template you chose.
5. Ask ChatGPT to help fill in the text for that exact layout.
Prompt: Choose a template
Here are Canva Facebook post templates (see screenshot). Based on this caption:
[PASTE ONE CAPTION]
Which template fits best and why? Pick one and tell me what text should go on the graphic.
Keep the graphic text short.
Prompt: Fill the template
Here is the template I chose (see screenshot). Help me fill it in.
I want:
· a short headline
· a short supporting line
· a call‑to‑action (2–6 words)
Give me 3 versions.

[bookmark: _ccgs7j2ocd64]Part 4: Meta Business Suite – Schedule Your Week
Goal: Schedule your Facebook posts so you stay consistent.
[bookmark: _y7157vhurjax]Step 1: Open Meta Business Suite
Go to business.facebook.com
Log in with the account connected to your business page.
If you do not have a business page yet:
You can still create your captions and Canva graphics today, then schedule later.
[bookmark: _rvmc2ww77id8]Step 2: Find Planner
Open Planner (calendar view).
[bookmark: _uhrppp6qvswv]Step 3: Create and schedule a post
For each post:
1. Click Create post
2. Choose your Facebook business page
3. Paste your caption
4. Upload your Canva graphic
5. Choose date and time
6. Click Schedule
Simple posting goal:
· 2 posts per week minimum
· 3–5 posts per week for growth

[bookmark: _hxbyz9vwqw0r]Example You Can Copy If You Get Stuck
Example business: Local dog groomer
Brand voice: friendly, local, helpful
Goal: more bookings
Sample weekly plan (5 posts)
· Mon: quick coat‑care tip
· Tue: before/after highlight
· Thu: behind‑the‑scenes
· Fri: reminder to book
· Sun: thank customers / share a review

[bookmark: _6k818y4u0nd]Quick Troubleshooting
If ChatGPT is too long:
· Make it shorter.
· Keep it under 100 words.
If tone is wrong:
· Make it friendlier.
· Make it more professional.
If Canva feels overwhelming:
· pick the simplest template
· duplicate it 3 times
· only change text + photo
If Meta is confusing:
· you can schedule later
· save captions + graphics first

[bookmark: _1bzycyrkoxgd]You Did It — Here’s What You Built
Today you:
· Created a free ChatGPT account
· Generated social media captions and ideas
· Paired captions with Canva templates
· Scheduled (or prepared) Facebook posts for the week
What to do next:
· Reuse this process weekly
· Duplicate Canva designs instead of starting over
· Adjust captions as your business changes
Remember:
Simple and consistent beats perfect.

[bookmark: _i4a0hxrl5w35]Contact
Stephanie Stoudenmire, Codeforce.US
Phone: 413-887-4355
Email: contact@codeforce.us
Website: https://www.codeforce.us

