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Lesson 5: Navigating Software & Downloads 

Delivery: Online via Zoom/Teams 
Time: 30–45 minutes 
Objective: By the end of this lesson, participants will gain confidence in using key digital 
tools (Canva, Google Drive, UMI downloads) to organize, create, and share VBS resources 
efficiently. 

Opening Activity: “Tech Comfort Check-In” (5 minutes) 

“Welcome, VBS tech pioneers! Let’s start with a quick anonymous poll. On a scale of 1–5 in 
the chat, how do you feel about using technology for VBS planning? 
1 = ‘I prefer paper and pen’ 
5 = ‘I’ll try any app that saves time!’ 

(Acknowledge the range of responses.) 
“Wherever you are on that scale is perfect. Today is not about becoming an expert. It’s 
about competence and confidence. We’ll walk through practical tools that will save you 
time, reduce stress, and keep your team on the same page.” 

Teaching Points (15 minutes) 

1. Tool Overview: Your Digital VBS Toolbox 
“We’ll focus on three key tools that work together: 

• Canva (Design Made Simple): 
Free, drag-and-drop design for flyers, social media graphics, name tags, and 
signage. No design degree needed. 

• Google Drive/Dropbox (Your Single Source of Truth): 
A cloud folder where everyone accesses the latest schedule, roster, or lesson plan. 
No more ‘I have the wrong version!’ 

• UMI Downloads (Your Core Curriculum): 
Where you get your themed Bible lessons, dramas, crafts, and music. Organization 
here is key.” 

2. Setting Up Shared Folders – The ‘Launch Pad’ 
“Chaos happens when files are everywhere. Let’s build a logical folder structure once, and 
use it every year. Example in Google Drive: 
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• VBS 2025 (Main Folder) 

1. Admin & Schedules 
2. Lesson Materials (Subfolders: Day 1, Day 2, etc.) 
3. Promotional Graphics 
4. Volunteer Resources 
5. Music & Videos 

Share this folder with your core team with ‘editor’ or ‘viewer’ permissions.” 

3. File Naming Conventions – Find It Fast 
“Name files so anyone can understand them at a glance. Use a consistent system: 

• Bad: Flyer.png 

• Good: 2025-06-15_VBS_Flyer_Community.png 

• Better: VBS2025_Promo_Flyer_Color.pdf 

Include: Year, Content Type, Purpose, Version if needed.” 

4. Navigating UMIVBS.com with Purpose 
“When you download your curriculum, don’t just save all files to your ‘Downloads’ 
folder. Plan your download session: 

1. Log in to UMIVBS.com and locate your purchased theme. 
2. Before downloading, create the matching folders on your computer or Drive. 
3. Download files directly into the correct folder (e.g., ‘Day 1 Bible Story’). 
4. Rename files immediately using your naming convention.” 
5. “A pro tip: UMIVBS.com often provides a download guide or suggested folder 

structure with their curriculum. Look for it—it’s a game-changer for staying 
organized from day one. Also, many of their graphics are provided in Canva-
friendly formats, making customization seamless.” 

Group Activity: “Virtual Folder Setup Challenge” (10 minutes) 

Instructions: 
Participants will stay in the main room but follow along on their own device if possible.. 

Task: 

1. Open Google Drive (or a desktop folder). 

https://umivbs.com/
https://umivbs.com/
https://umivbs.com/
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2. Create a new folder: “VBS [Your Year] Practice”. 
3. Inside, create three subfolders: “Promo,” “Lessons,” “Team.” 
4. Using the UMIVBS.com free sample (if available), download one file (e.g., a sample 

lesson or graphic) and save it to the correct subfolder. 
5. Rename the file using the naming convention: YYYY_FilePurpose_VBS. 

Trainer: Encourage participants to use the chat to ask for help. Designate a ‘tech buddy’ in 
the chat for peer support. 

Fill-in-the-Blank Activity (5 minutes) 

Share screen or send link to digital form. Participants complete individually: 

Digital Navigation Checkpoint 

1. The three tools in our VBS Digital Toolbox are: 
a. _______________________ 
b. _______________________ 
c. _______________________ 

2. A clear file naming convention includes these elements: 

 
3. The main benefit of using a shared cloud folder (like Google Drive) is: 

 

4. UMIVBS.com helps with digital organization by: 

 

 

Closing Challenge & Prayer (5 minutes) 

“Your challenge this week: Download and explore one specific item from your UMIVBS 
curriculum (e.g., Day 1 Bible lesson or a theme song). Save it to a well-named folder. If 
you’re feeling bold, try customizing a graphic in Canva. Remember, each step you take now 
prevents last-minute panic later. Let’s pray for clarity, patience, and a spirit of learning as 
we use these tools for God’s glory.” 

 

 

https://umivbs.com/
https://umivbs.com/


Cultivating Roots and Wings:                                                                                                               
A Vacation Bible School Directors Experience                                                          

Student Lesson 5                                                                                                                                       

 

Page 4 of 5 
 

Answer Key for Fill-in-the-Blanks 

1. Three tools: 

a. Canva (for design) 

b. Google Drive/Dropbox (for file sharing/organization) 

c. UMIVBS Downloads (for curriculum) 

2. File naming elements: 

Example: Year, Content Type, Description, Version (e.g., 

2025_VBS_Schedule_Day1.pdf) 

3. Benefit of shared cloud folder: 

Example: “One central location for the latest files, preventing version confusion.” 

4. UMIVBS.com organization help: 

Example: “Providing downloadable folders by day/station, Canva templates, and a 

suggested folder structure.” 

 

 

 

 

 

 

 

 

 

 

 

https://umivbs.com/
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Digital Handout: “VBS Digital Toolbox Quick Guide” 

Your Go-To Tools for a Smooth VBS: 

1. Canva (canva.com) 

o Use for: Flyers, social media posts, name tags, signage. 

o Tip: Search “VBS” or “church” for templates. Use your church’s colors. 

2. Google Drive (drive.google.com) 

o Use for: Storing schedules, rosters, lesson PDFs, music files. 

o Tip: Right-click any file > “Get shareable link” to collaborate. 

3. UMIVBS Downloads (umivbs.com → My Account → Downloads) 

o Use for: Core curriculum—Bible lessons, crafts, dramas, music, posters. 

o Tip: Download the “Resource Guide” first—it maps out all files. 

Recommended VBS Folder Structure: 

text 

VBS [YEAR] / 

├── 1. Admin & Schedules 

├── 2. Lesson Materials / 

│   ├── Day 1 

│   ├── Day 2 

│   └── ... 

├── 3. Promo Graphics 

├── 4. Volunteer Resources 

├── 5. Music & Videos 

└── 6. Family Follow-Up 

File Naming Formula: 
YYYY-MM-DD_Content_Target_Version 
Example: 2025-07-14_BibleStory_Day1_Final.pdf 

https://canva.com/
https://drive.google.com/
https://umivbs.com/

