














On the Move

One of the great things about working with Microsoft® Publisher” is how easy it is to move objects (text
frames, picture frames, word-art, drawings) from position to position. This freedom allows the designer to
adapt the layout easily as additional information becomes available, or to re-work a layout that requires a bit
of pizzazz. The downside to frequently moving frames around, however, is that it is very easy to resize a

frame when you intended to move it, or move it when you wanted to resize it.

Here is a tip regarding moving and resizing:

A TWO-WAY ARROW <+— s for resizing frames and graphics.

A FOUR-WAY ARROW 4—I—> is for moving frames and graphics.

Be sure to check which tool is active before clicking an object. This will save time and effort.

Capitalization

In each issue, we try to provide our readers with a balance of information about creating an
attractive, easy-to-read, professional-looking publication. Design is important. The layout of your
publication can determine if it is read or simply skimmed over. The same is true for the articles
that appear. Grammar mistakes, spelling errors, punctuation, and even improper capitalization can
affect the credibility of your publication.

Let’s review capitalization for some of the religious terminology found in weekly bulletins.

Sacraments ~ Capitalize Mass, Eucharist, Communion and First Communion.
Lowercase /iturgy unless it is part of a proper name, for example, Liturgy of the Hours.
Lowercase baptism, confirmation, penance, anointing of the sick, holy orders, ordination,
marriage, and funeral.

Holy Names ~ Capitalize God, Allah, Lord, Jesus Christ, Father (God), Son, Spirit, Sister Mary,
Father John, Bishop David, Pope Benedict XVI, Holy Father.

Holy Places ~ Capitalize Church when denoting a particular denomination (for example, the
Roman Catholic Church, the Presbyterian Church) or when referring specifically to the Catholic
Church (for example, “The Church celebrates holy days of obligation”).

Lowercase church when speaking of a building that is not part of a proper name (for example,
“They walked into the church’) or when speaking of organized Christianity as an institution (for
example, “the church fathers” or “the early church™).

Holy Things ~ Capitalize Body and Blood of Christ, Lord’s Prayer, Ten Commandments,

Beatitudes. Lowercase consecrated bread and wine, tabernacle, altar, crucifix, cross.

Source: It’s In the Bulletin by Nick Wagner, available for purchase at www.wlpmusic.com. This
important resource for bulletin editors includes information about design, content, managing

N « Wworkflow, and much more!
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Introducing Webinar Training Sessions

N
Bulletin Workshop ~ Conveniently at Your Desk! N

| Thursday, June 18, at 9:00 AM and 11:00 AM-CST \‘
I The J.S. Paluch Company will host a webinar for bulletin editors. /¢’s in the I
I Bulletin will offer insights and techniques on how to transform your bulletin '
| into the most important communication tool at your parish. We will cover I
| whys, how-to’s, and how to say “No” to do your job effectively and I
1 efficiently. :
I

[ Using Web-based technology, you will be able to attend the session in the I
| comfort of your own office. All you need is a DSL or high-speed connection I
[ to the Internet. If your computer does not have speakers, you will need a I
| telephone to call a toll-free number to hear the presenter. I
[ 1
| Tom Gull, a JSP employee with nine years of parish bulletin editor experience, will lead the 60- I
[ minute webinar. Bulletin editors will receive an invitation and instructions on how to register for the |
[ seminar by e-mail. If you do not receive an e-mail invitation by June 9, email or call your JSP bulletin |
[ trainer for instructions. |
\ |
\  Beginning in July, we will be offering monthly 30-minute tutorials demonstrating functions and /

\ o techniques within Microsoft” Publisher”. Please plan to join us! ’ /
~ -

Protecting Your Work

Sometimes you have to learn things the hard way. Anyone whose computer has ever crashed without
the data being properly backed up can relate to that saying—yours truly included!

With today’s technology, it is very easy and inexpensive to back up data files. The
easiest way is via a flash drive, a portable drive that fits into your computer’s USB .

drive. Some are designed as key chains, pens, even wristbands! Flash drives can store

huge amounts of data, up to 32 gigabytes. Bulletin files, census information, and

contribution records can be backed up on these tiny drives no bigger than a tube

of lipstick.

A great habit is to back up at the end of each week (if not daily) and then store the flash drive in a safe or
fireproof lock box. Should something happen to your computer hard drive, you’ll be glad you did!

Another important consideration is make certain that your computers are plugged into surge protectors, not
just a power strip. A power strip simply gives you the ability to plug more electronic devices into the same
outlet. A surge protector, however, provides some protection from adverse weather, utility work, or any other
surges in the electricity. Some surge protectors also come with a battery back-up that can recover files you
have open should a surge occur while you are working.

Another, appropriate saying comes to mind: “Better safe than sorry.”
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Pentecost Bulletin Cover

For our loyal bulletin subscribers, J.S. Paluch makes available,
each and every week, a specially designed cover graphic for use
with your Sunday bulletin. These covers are available in color
and black and white and may be used on the bulletin cover, or
on the inside pages of your weekly bulletin.

As we draw nearer to celebrating Pentecost, also referred to as
the birthday of the Church, on May 31, 2009, we invite you to
view the special cover available for this important feast.

It is very simple to use our cover service. Simply log onto
www.jspaluch.com and on the left side of the page, click
Customer Secure Website. Next, create a user name and
password. Within 24 hours of registering, you will be able to
access all of the specially designed cover artwork, plus have
access to worship aid products including A/M and Pastoral
Patterns.

Register today at www.jspaluch.com and take advantage of
these wonderful, inspirational resources.




