How to customize

The Gospel According to Saint Mark

Promotional Material

Customizing the PDF files:
1. You will need the free Adobe Reader program to use these files. Adobe Acrobat is even better, because it will allow you to save your changes, but it is not a free program. Adobe Reader will do the job just fine, and is available for free download at: http://www.adobe.com/products/acrobat/readstep2_allversions.html 

2. Follow the installation instructions provided on that site.

3. When you download the free promotional files, save them to a specific location on your hard drive – one that you will remember, so you can easily find them again.

4. If the file extension (the three-letter thing at the end of the filename) is “.pdf” or “.PDF”, you’ll be using the Adobe Reader to open it. If the file extension is “.doc” or “.DOC”, you’ll be using Word to open it.

5. Double-click on the filename and the file should open.

6. In the upper right-hand corner of the window, you may see a checkbox marked “Highlight fields” – if you select this, it will show you where all the fields to fill in are. This is optional, but quite helpful!

7. Choose the “Select” tool as your cursor. As you hover over a field (e.g. <Church Name>, if your pointer looks like a bit like a capital I, then you’ve got the right tool. If it looks like a little hand you’ve got the wrong tool. The shortcuts for these tools tend to be towards the top-left corner of the window.

8. To fill in the dates, etc, just click on the parts surrounded by <> symbols -- they are form fields. You can backspace to delete everything in each field if you like, but basically you just delete the sample text ("<Month>") and replace it with your real text ("April"). There are two places on each poster to do this: at the bottom of the poster (white on black) beneath the image; and in the top right corner (black on white) beneath the black square. The sections labelled "<Admission info>" allow you to indicate whether or not there is an entry fee. If you are not charging admission, you could write "All are welcome" and/or "Donations accepted". Otherwise, this is where you would indicate the admission price. Just backspace out any of these lines you don't need. The font size adjusts for the text automatically. If you have trouble doing this yourself, you can send me the info and I can do one up for you and email it to you ready for printing. 

9. Once you have filled in all the fields, you’ll need to print the file. If you have the Adobe Acrobat program, it will let you save the file with the new info entered in; the free Adobe Reader will not let you save the new info (you can just save the file itself, though). 

· If you have a good printer (e.g. a B&W laser printer that will handle the size document you want to print), you can just load in your paper and print as many copies as you need (do a single test-print first, though, to proofread!). 

· If you don’t have a spiffy laser printer, you can simply save the file without your church’s info, then go to a local copy show that allows you to type info in and send it to their laser printer, then print a copy that can be used for photocopying. 

· If this all seems to complicated, you can email me your church’s info, and I can enter it into the form and save it for you. I will then email you back the ready-to-print-at-the-copy-shop (e.g. Staples) version.

10. NB: about printing the Posters:

· All three sizes of poster initially seem to look almost precisely the same, but they are different sizes, as the shape of letter, legal and tabloid paper are different, and so required slightly different layout. The letter-size image of Saint Mark is cut off at the knees, whereas the tabloid image goes right down to the bottom of his robe. 

· The easiest way to see the difference (apart from checking the length of Mark's robe) is, when selecting to print, where it says "Page scaling" in the dialogue box, select "None". Suddenly, one will (roughly) fit on a letter sheet, and the others will be *way* to big to fit. Having said that, when printing the Letter-size one, you should select "Fit to Paper", to ensure that it fits with your particular printer's margins. You can force the Tabloid one to go onto a Letter-size sheet, but it's a bit too tall and skinny, the text is smaller, and there's too much wasted 'white-space' on either side of the page.

· You’ll likely need to have a copy shop print the original for the tabloid size, as it's roughly twice the size of a letter-size sheet, and most people's 'home' printers won't do that (unless you happen to have one of those special flashy photocopier/printer combos at your office - I wish I did!). The Letter-size poster is easily done on your home printer, but with a laser-printed original, you get nice solid black, whereas with a deskjet (or similar home printer) you might find the black sections are a bit 'striped'.

· Print as many as you need onto whatever colour of paper you like – remember that higher-contrast is more effective & easier to read, so if possible steer clear of dark, heavy colours for the background.

11. There are also flyer & bulletin insert templates available on the site, as well as sample press releases and programs for the audience on the day, plus a sheet of tips for how to get the word about the performance around your community. Fill them all out using the same process described about; The Press Release is in Word format, so it’s even easier!

Questions, problems, thoughts? Please feel free to email me at saintmarkgospel@gmail.com and I’ll help you out as best I can.

Best of luck, 

(
Jennifer

