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Material File Options

Adobe .PDF:
Either download or take from CD.
Changes to these files are not recommended (special software is
needed).
Can be given as "camera ready” document to outside printer after
you print them.
Can be used for original copy when printing in-house.

MS Publisher:
Either download or take from CD.
Totally customizable!
Can be incorporated into bulletin publication.
After customizing and printing, can be given as "camera ready”
document to outside printer.
After customization, can be used for original copy when printing in-
house.




Using MS Publisher

Open File:

When the file is opened, you will see a message like the one below:

Load 7] x|

The Fant information below shaws what Fonts are embedded in yvour publication or are unavailable.

Fonk Mame | Fank Type| Skatus | Load Fonk

Curlz MT TrueType Duplicate  yes
Palatino Linotype  TrueType  Duplicate  wes

[Load |
Prink | Zancel |

This Screen shows the fonts that are embedded. All of the fonts in
the Publisher files have been embedded into the file and load when
you click OK. This is a nhormal message.

You may also receive a message like this one.

Publisher

The printer selected for this publication, "Lexmark
C910", cannot be initialized or is not installed on the
systerm,

Publisher will change the publication printer o
"A\SERYERYHP Laserlet 4000" instead. The fonts in your
publication may look different as a result of the printer
gelaction,

Print drivers vary. This is OKAY, so click OK.




Check to see that the file is complefte.
In a Publisher file, the text will be contained in a textbox. If
the text extends outside the textbox, you will see this symbol

Quick sample:

L] -, -
What-is-a-steward™] What-is-a-steward |
il I

Inthetime of Jesus, a stewrard. In-the time of Jesus, a-stewrard was-oneto-

wras-one-to-whomthe owner of wrhom the-owmer-of a-honsehold-

B shousehold entrusted the - entrusted-the-management-and care of
management-and-care- of- property-and-otherresources-not-only-to-
property-and-otherresources keep-safe, but-also-to-helpthem grovwr-and-
not onlyto-keep-safe, but-alsa- flourish. - Inbiblical Hres, the stewrard, -

7~ N\ notowming -anything -personallsy, would-
wrork unselfishly forthe good - of the-
master. s

This symbol means u

there is more text!

If this symbol appears do any (or all) of the following™:
« Extend the textbox-using the little boxes around the selected
textbox, drag the textbox open.

« Change Font Size-highlight the entire text and press control + [.
The text will decrease by one point size. You may also save space
by decreasing the space between paragraphs.

If the file is complete and you are making no further changes, you

may:

 Click Edit | Select All and then copy the file and paste into your
bulletin.

« Print the file in-house either in color or black and white.

« Print the file and bring it to your printer to reproduce.

* Note: The templates saved in MS Publisher are all grouped. Before
you make any changes to the size of objects, you must ungroup them.
Click on the [M]symbol, then click outside the document area.




Let's Make Changes!

Save the Filel Once the file is open, click File | Save As | choose an
appropriate folder and file name.

Text: Simply type in new text and delete the old. For example, you
may wish to add your parish name. Be carefull Always check the
bottom of your textbox to see that all of the text you have changed
still fits.

Text Color:
Highlight the text you wish to change. Click Format | Fonft.
Make your selections.

General

Fonk: Fank style:
IComic Sans M5 j IReguIar j

Underline: Color:

finore) [ [ — |

Effects

I~ Superscript I~ cCutline I~ Small caps I~ shadow
[~ Subscript [~ Emboss [~ &l caps [~ Engrave

Sample

Comic Sans MS

™ Matk colors that will not print well om my: printer

oK I Cancel




Let's Make Changes!

6raphics: Click on the current graphic.

« Resize by dragging the little black boxes around the graphic.

« Delete the graphic and replace by using either Insert | Picture |
Clipart (installed Clipart gallery) or From File (your own graphics-
for example, insert your parish logo).
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Rl Drag these boxes to resize
- 3 .
ol @ your graphics.

Make a One Color Graphic: Click on the current graphic.
« Click Format | Recolor Picture | choose new color. You may also
wish o choose "Leave black parts black.”

Pictures: Pictures follow similar rules as graphics in so far as
deleting, resizing and re-coloring. However, you may only use Insert |
Picture | From File when replacing the photograph. Use your own
parish pictures!

Layout and Placement: Move objects by selecting them first, then
when your cursor looks like a moving van, click-hold and move.

Remember: Always check your document after any changes to be
sure that the text still fits into the textbox.




Let's Make Changes!

Borders: Borders may also be deleted, replaced, or resized.

« Delete - select border, press delete.

« Replace - double click border to use the Publisher Border Style
selection window. Select the new border, click Apply and OK.
Resize - double click border to use the Publisher Border Style
selection window. Use the Border Size option to change the border
point size.

Re-color - double click border o use the Publisher Border Style
selection window. Use the Color option to change the border to a
one color border.

Eorder Style

Line Border  Borderfirt I

—&vailable Borders —Presiew

Arched Scallops
Baby Pacifier
Baby Rattle

Balloons...3 Colors

Balloons, . Haot Air

[Eelete | Create Cuskom | EEmame |
— —_—

Border size: 4 pk olar: ] *| N Don't strekch pictures

Wse Default Size il eskore original color A & stretch pictures to fit

I etk colars Bhatiillnat print well o msy printer

(1] 4 I Cancel | Apply |

Important Note: The templates as they exist on our website and our
CD cannot be altered. This is good news! If for any reason things get
chaotic when you are making changes, you can start from scratch with
these original templates.




Tips and Stuff

© Make decisions early!

© Before you panic...remember the UNDO command! (Prior to saving
that is!)

© Use the design checker option! Click Tools-Design Checker. Similar
to the Spell Check function, Publisher will explain “errors” and give
you an opportunity to correct them or ignore them.

© Laser printers are better for printing materials (all originals) - the
toner will not run on most paper stock.

© Print Black and White materials on colored paper or paper with
preprinted designs.

© Save your document periodically (every 5-10 minutes?).

© Relax when you are making changes!

© When you photocopy, regularly check the copies for quality.
© Be careful when folding.

© Call us for help! 516-379-4055 x3.
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Things to Find Out About

Who prepares your bulletin?

What format/program do they use?

How do they fransmit i+?

Who prints your bulletin?

Can they print inserts for you?

What do they need to do that?

Do you have a regular parish printing vendor?
What kinds of files do they need to print for you?

What is the cost for them to print your materials? (one color vs. two
color vs. full color) Shop around!

Can you get funding?
Local funeral homes
Printing vendors
Florists
Rosary Altar Society
Knights of Columbus
Catholic Daughters of America.
Join with neighboring Stewardship parishes to receive quantity discounts from a
local printing vendor.

Plan early...make decisions...have funl!




