IMPORTANT: Please Read First Before Using the Newsletter Templates

 Church Newsletter Instructions 
The new Sharefaith newsletter templates are easy to use and designed to be effective as well as engaging to communicate the important and fun happenings in your Church or Ministry.  They can be printed or used as an attachment for emailing or uploading to your website.  The following instructions will give you all the information you need to use these newsletter templates easily and efficiently. 
The newsletter templates featured on Sharefaith were designed using Microsoft Word.  Due to the style formatting and layout, these templates are not compatible with Open Office or other editor able to load Word format documents.  We have made use of Word’s effective layout and design tools and therefore highly recommend you use Microsoft Word 2000 – 2007 to edit and design using our templates.  We also recommend obtaining the latest version of MS Word as there has been an increase in flexibility making design and layout a breeze. 
Each of our templates contain sample graphics, sample text and sample layouts. Our header images are all 150DPI print quality and were created so you can use them as is. You can also replace them with your own image.  Everything on the template is editable, from the newsletter name, edition number, to the article titles, paragraph text and text boxes. 

Our design team has created a unique layout to ensure you have a professional looking newsletter. You can simply edit the text by replacing it with your own, or if you feel creative, you can completely redesign your own newsletter. 
Text On Top Of Images:  To ensure text remains on top of images – select the appropriate text box, right click and select ORDER ( Bring to Front
Inserting Header Image:  To insert a new header picture, delete the template sample picture and click on Insert ( Picture (From File and then choose the location of your header picture. It should automatically replace the empty field with your new header image. The image header size is 4.09” x 7.76” (150 DPI). See also – “Inserting Pictures/Image/Clip-Art”
Headlines & Article Text: To change a headline simply click the textbox and retype or copy and paste your own title.  All paragraph textboxes have been designed to enable overflow. That means you can create 2-4 column textboxes and have your text automatically overflow to fill all the boxes. To ensure a perfect fit, it is recommended that you use a font size of 10px. You can, however, increase the size of the font to your liking.
To replace the sample story text with your own, simply open a separate document containing your text, highlight the text by left-clicking the mouse and dragging the text over the selected area you would like to use. Right click and COPY the text. Navigate back to your newsletter template and erase the text in the first story box. It will automatically delete the text in the opposite relating textbox. Place your cursor inside the empty textbox and right click on PASTE. The text will now automatically fill your selected textboxes.  You can continue to format the paragraphs and style to your liking. A good tip is to try and have both text box paragraphs end on the same height.  

If you would like a single textbox rather than 2 or more columns, simply drag the first textbox’s right width marker to enlarge the box. This will encapsulate the other textbox creating one single box. To reverse this effort, simply drag the right width market of the textbox to a smaller size and it will automatically create more columns.

Creating New Textboxes:  To insert a new textbox, click on INSERT from the top task bar and select TEXTBOX. To format your text box simply right click the border of the box and select FORMAT A TEXTBOX.  A window will appear allowing you to tweak the fill color, border, text color, etc.  It is recommended to do a NO FILL in your text box. This way the background is transparent and you can place the box on any image or graphic. Only if required, should you fill your textbox with a color.  Disable the outline of a textbox by right clicking it and selecting FORMAT TEXTBOX and under Line select COLOR (NO LINE.
Multiple Column Layout:  You can easily create multiple column textboxes that automatically overflows from one box to the next by creating a simple horizontal textbox. Click on the border of your textbox and COPY and PASTE to duplicate however many boxes/columns you want.  

Go back to your first box. Click on the textbox border. A tiny TEXTBOX labeled window will appear with a CHAIN LINK image. Click the CHAIN LINK. A little bucket icon with an arrow will appear. This symbolizes the overflow of text and enables you to select where you want the text to overflow. Make sure the little bucket with the arrow is positioned on your second textbox. Click inside the appropriate box to activate dump overflow inside that specific box. You have now created an overflow of text from textbox 1 to textbox 2. To ensure the text flows correctly from box 2 to 3 simply repeat the steps above, but start on box 2 and then dump the bucket in box 3. 
Moving Items on the Page: You can easily move any of the items on the page and place them in your desired layout. Just select the desired textboxes and drag them to your desired location. A good tip is to group relating elements so you can move them simultaneously.  
My text disappeared!:  If any of your text or textboxes disappear at any time, it might be hidden behind a image or graphic. Simply UNDO your move by pressing CTRL –Z. Your textboxes will now re-appear. Simply select them, and click ORDER-> BRING TO FRONT. That ensures that the text is always on top of the graphics or pictures. 
Continuation of Text:  When you continue a story or article from one page to the next, never break  a sentence. Instead find a line and end the page with a full stop. Write the words (Continue  p.#?) at the end of your line. On the next or relating page where your story/article continues, start your line with adding the following (Continued from P.#?). This will ensure that your reader follows the article correctly.
Inserting a Picture/Image/Clip-art:  It is highly recommended that you do not insert a photo straight into MS Word before first editing it using Photoshop or any other free Photo editing tool. You will have to resize and crop your photo first before bringing it into MS Word. Then save it as a PNG or JPG (150DPI) and then bring that image into MS Word. Never try to crop, resize or do color effects using MS Word. Never use low quality photos in your newsletter as it will give it a cheap feel. You want to strive for quality, therefore ensure that all your photos are crisp and clear, saved in the right format and DPI and depending on your printer, CMYK or RGB. 
To place your picture, simply create a textbox with NO FILL and NO LINE and position your cursor inside. Now click on INSERT from the top taskbar and select PICUTRE( FROM FILE( and then select your picture from its location. Do the same with inserting clip-art. Even though we highly recommend creating a textbox first to host your picture, you can insert it without creating a textbox. This however, many times results in the picture being placed behind the text. 
E-Mailing your Newsletter as a Word Document or PDF:  Cut printing costs by e-mailing your newsletter as a PDF or Word document. You can easily just attach the document to an e-mail and send it out to all your church goers.  If you don’t have a program to compile a PDF, then you can make use of a free online tool. Simply upload your word document and it will convert it to a PDF. Visit their website: http://www.doc2pdf.net/
A few very useful tips: 

· To have an open book view of your newsletter, simply hold down CTRL and use the Scroll button on your mouse to zoom in and out of the document. You will now be able to see 2 pages simultaneously. 

·  It is good design practice to always feature photos, images and graphics on the outside of a page and have the text be on the inside. That way you create an L shaped barrier to box in your text. Not only is this visually pleasing to the eye, but it helps navigate your reader through your article. 

·  Move away from the amateur feel of a bland newsletter. Keep a cohesive color palette by selecting 2-3 colors that you repeatedly use throughout your document. Make sure all your titles use the same font. Make sure all paragraph text uses the same font and are the same size. Stay away from scribble fonts or headlines in italics. Never use oversized clip-art to make up for wasted space. Effectively plan out your newsletter and decide what is important and what could feature on later pages in the document. 

·  Keep a separate document with all your articles and text that you will be using in your newsletter and copy and paste the text from there into your newsletter textboxes. 

·  Proof your newsletter multiple times to ensure it’s free of spelling mistakes and contains proper grammar. When you are done, print a sample copy to make sure all pictures, colors and text are visible and easily readable. 
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Living a Life Filled With Thankfulness





Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam wisi


nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat,


Ut wisi enim ad minim veniam, quis nostrud exerci, lorem dolore sit.
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Koinonia





Monthly newsletter of ceder woods fellowship


JUNE 2009 – Volume 6





June 22nd  -VBS Training


July 8th – Choir Practice


July 15th – Pastors Retreat


July 15th  Mission Outreach 


July 16th Men’s Breakfast


July 18th Women’s Retreat


August 1st New Believers Camp at City Grounds


August 7th – Married Couples Seminar


August 10th – Walk Through The Bible 





Church Events





MISSION OUTREACH TO AFRICA


Etuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna 


aliquam erat volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper. 


Et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait 


nulla facilisi. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy 


nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim 


veniam, quis nostrud exerci tation ullamcorper  consectetuer adipiscing elit.








Lorem ipsum dolor sit amet, consect 


etuer adipiscing elit, sed diam non ummy nibh euismod tincidunt ut laore et dolore magna aliquam erat volutpat. Ut wisi 


enim ad minim veniam, quis nostrud 


exerci tation ullamcorper. Et iusto odio dignissim qui blandit prae sent luptatum zzril delenit augue duis dolore te feugait nulla facilisi. Lorem ipsum dolor sit 


amet, consectetuer adipiscing elit, sed 


diam nonummy nibh euismod tincidunt 


ut laoreet dolore magna aliquam erat 


volutpat.  wisi enim ad minim veniam, 


quis nostrud exerci tation ullamcorper


sus cipit lobortis nisl ut aliquip ex ea 


com modo consequat. Lorem ipsum dolor 


sit amet, consectetuer adipiscing elit, 


sed diam nonummy nibh euismod 


tinc idunt ut laoreet dolore magna ali 


quam erat volutpat. Enim ad minim 


veniam, quis nostrud exerci tation wisi ullam corper. Et iusto odio dignissim qui blan dit prae sent luptatum zzril delenit 


aug ue duis dolore te feugait nulla erat 


fac ilisi. Lorem ipsum dolor sit amet, te consectetuer adipiscing elit, sed diam. 


Sed diam nonummy nibh euismod wisi


tincidunt ut laoreet dolore magnat.





Youth Summer Camp





Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euis mod tincidunt ut laoreet dolore magna aliquam erat volutpat.  Ut wisi enim ad minim veniam, quis nostrud exerci tation ullam corper. Et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore  te feugait nulla facilisi. Lorem ipsum dolor sit amet, erat consec tetuer adipiscing elit, sed diam 














Lorem ipsum dolor sit amet, consectetuer dolor te  diam wisi nibh euismod tincidunt ut laoreet.





The Holiness in Being Broken





Sunday School





Proverbs 22:17


“A merry heart does good like medicine”





You’re Photo Here








nonummy nibh euismod tinci dunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim te erat veniam, quis nostrud exerci tation erat ullacorper suscipit lorem lobortis nisl ut aliquip ex ea commodo consequat. Lorem ipsum dolor sit amet, wisi cons ectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. 


�quis nostrud exerci tation ullamcorper. Et iusto odio dignissim qui blan dit praesent luptatum zzril del enit augue duis dolore te feugait nulla facilisi. Lor em ipsum dolor sit amet, plurius wisi consectetuer te adipiscing elit, sed diam erat nonummy nibh euis mod erat tincidunt ut laoreet dolore wisi magna aliquam erat volutpat.  Lorem ipsum dolor  sit amet, wisi cons ectetuer delenit augue duis dolore te. Lor em ipsum dolor sit amet, plurius wisi consectetuer te adipiscing elit, sed diam erat nonummy nibh euis mod erat tincidunt ut laoreet dolore wisi magna aliquam erat volutpat.  Lorem ipsum dolor  sit amet, wisi cons ectetuer delenit augue duis dolore te.








Lorem ipsum dolor sit amet, consectetuer adipiscing elit, 


sed diam nonummy nibh euis


mod tincidunt ut laoreet dolore magna aliquam erat volutpat. 


Ut wisi enim ad minim veniam, quis nostrud exerci tation ullam corper. Et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore 


te feugait nulla facilisi. Lorem ipsum dolor sit amet, erat consec tetuer adipiscing elit, sed diam 





Lorem ipsum dolor sit amet, consectetuer dolor te  diam wisi nibh euismod tincidunt ut laoreet.





Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh �euismod tincidunt ut laoreet dolore erat magna aliquam erat volutpatut  wisi enim ad minim veniam, quis nostrud exerci tation lorem wisi �ullamcorper. Et iusto odio te ignissim qui duis dolore te feugait nulla facilisi. 


orem ipsum dolor sit amet.





nonummy nibh euismod tinci dunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim te erat veniam, quis nostrud exerci tation erat ullacorper suscipit lorem lobortis nisl ut aliquip ex ea commodo consequat. Lorem ipsum dolor sit amet, wisi cons ectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. 


�quis nostrud exerci tation ullamcorper. Et iusto odio dignissim qui blan dit praesent luptatum zzril del enit augue duis dolore te feugait nulla facilisi. Lor em ipsum dolor sit amet, plurius wisi consectetuer te adipiscing elit, sed diam erat nonummy nibh euis mod erat tincidunt ut laoreet dolore wisi magna aliquam erat volutpat.  Lorem ipsum dolor  sit amet, wisi cons ectetuer delenit augue duis dolore te. Lor em ipsum dolor sit amet, plurius wisi consectetuer te adipiscing elit, sed diam erat nonummy nibh euis mod erat tincidunt ut laoreet dolore wisi magna aliquam erat volutpat.  Lorem ipsum dolor  sit amet, wisi cons ectetuer delenit augue duis dolore te.








Lorem ipsum dolor sit amet, consectetuer adipiscing elit, 


sed diam nonummy nibh euis


mod tincidunt ut laoreet dolore magna aliquam erat volutpat. 


Ut wisi enim ad minim veniam, quis nostrud exerci tation ullam corper. Et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore 


te feugait nulla facilisi. Lorem ipsum dolor sit amet, erat consec tetuer adipiscing elit, sed diam 





New To Our Family








