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Whether we like It or
not, the world Is digital
NOW.

The advances in technology
have made every part of
coordinating ministry easier.
If you know how to use It.



Email Addresses
ARE VALUABLE

All the advances in technology are
geared toward MORE EFFECTIVE
COMMUNICATION.

® Communicating with your members
requires a solid email list.

@® Encourage members to always use the
emalil address associated with their
smartphone.
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Creating a Group
Calendar

How to create a group calendar on iPhone

A In Calendar on iCloud.com, click. at the top of the
sidebar that shows your list of calendars. If you don't
see your list of calendars, click. at the top of the
sidebar.

A Type a name for the calendar, then press Return or
Enter.




Creating a Group
Calendar

How to create a group calendar on Google

You can only create new calendars from a browser and not
from the Google Calendar app. Once the calendar is
created, you can find it on your browser and in the app.
A On your computer, open Google Calendar.
A On the left, next to "Other calendars," click Add other
calendars Create new calendar.
A Add a name and description for your calendar.
A Click Create calendar.
A If you want to share your calendar, click on it in the left
bar, then select Share with specific people.



https://calendar.google.com/

Sharing Your Group
Calendar

Sharing an iICloud Calendar

A Tap Calendars at the bottom of the screen.

A Tap. next to the iCloud calendar you want to share.

A Tap Add Person, then enter a name or email address,
or tap. to browse your contacts. Note: Your contacts
must have an email address to share an iCloud
calendarr.

A Tap Add, then tap Done.




Sharing Your Group
Calendar

Sharing a Google Calendar

A On your computer, open Google Calendar;, yn~N- I fy =~ * Hf EZa
the Google Calendar app.

ARy ~H& qéaé -4+ éeyn ~Ha -R" Il fagaynfk¥€ e
arrow .

A Hover over the calendar you want to share, and click More Settings and
sharing. e

Anynakz -1 Hfkza ,e " H ‘daleéel dandqat+o I'qel A

A njnj f daAaE‘Nmy gd irermihaddfess. Use the drop-down menu g
to adjust their permission settings. _Learn more about access permissions.

A Click Send.

A The recipient will need to click the emailed link to add the calendar to their
list.



https://calendar.google.com/
https://support.google.com/groups/?visit_id=637473816130117520-2344240618&topic=9216&rd=1#topic=9216
https://support.google.com/calendar/answer/37082#controlaccess

VIRTUAL
MEETINGS




How to link Zoom to Your Google Calendar

Under Room Click Allow on the confirmation page
Management, Click Add in the that gives Zoom permission to manage
choose Calendar Google Calendar "HA Il fqaynfbk: ey
|ntegl’a'[i0n . SECtion. account_
Sign in to the Zoom web Click Add Choose the email address
portal. Calendar associated with the dedicated user
Note: The account must Service. for calendar integration you
have the Zoom Rooms created for your organization.

privilege.


https://zoom.us/calendar

How to Set Up a Repeating Virtual Meeting

Then Click Add
Next to "Does Conferencing. At the
Click Create. not repeat,” click top right, click Save.
the Down arrow .

: o I .
Open Google Add the event Choose how often you want
Calendar. title and any the event to repeat, and when

other details. you want the event that
repeats to end.



] i //4/1!}/‘/9/

|
| S ’,
S .
o -
- -: B
= 5
%, N
% Q
\

BUSlNESS

CONTENT
DESIGN



Key Design Principles

NEWS

THE MOST IMPORTANT NEWS FROM AROUND THE WORLD

JNESDAY, JULY 23, 2013 SINCE 1875

00d news for travel 1ndustry Top storles

e G USA presidental election pre-
- dictions.
Mos p s think that it would

be tigh e for John Doe and
i ore on page 2...

stock market”

says minister of economir
annual meeting.

UFO defined!

Two Russian farmr
extraterrestial hurr
ing net.

S.

Contrast White Space Emphasis

Contrast refers to the use of White space refers to any blank

Emphasis is the way of making
visually different elements. or empty space surrounding all

certain elements stand out
the other elements in a design from the rest in a graphic

composition. design project.



Contrast

Here is how to achieve some contrast using
your text design in template.

A Use big and small elements in your designs to establish visual
HeakfkIH  fyn gq& - ~H& EkE&afnak

A Use textures and patterns in backgrounds and typography to
make them stand out.

A Add color to make page elements pop.

A Surround important elements with white space and pay
attention to alignment.

A Use typography by pairing contrasting font combinations.

A Add unexpected elements to introduce an element of surprise
In your designs.

Source: https://www.secretstache.com/blog/6 -ways-to-improve -contrast-in-your-designs/
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https://www.secretstache.com/blog/6-ways-to-improve-contrast-in-your-designs/

Contrast

LOUISVILLE
UNIVERSITY

—— OPEN HOUSE DAY mmm

How does this poster establish contrast?

22 MAY | 12PM

INESS - CYBER SECURITY N THON - REAL ESTATE
N INFORMATION SYSTEMS - NURSING - ART EDUCATION

www louisville-university com
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White Space

Rhinos, Hgers, Hons, Giralles, Zebras
Safiard Bus Tours  Large Walk-Thra Zo0
‘ Bumper Boats  Playground Moonbounces l \
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] ] ] . ' 90 ﬂl’il(lsxurl’)ﬂ}. Jallas/ 70 Miles South of OklahonuyCiny
Nearly every square inch of this design is covered. c 2 .
Cr : Il the inf ti think of Awarded Oklahoma’s Outstanding
amming all the information we can think of on Tourist Attraction 2005

a flyer is not the best use of space. It is better to OpenAllYear. GroupPrograms | AllYou-CaniEat Cook-Duts
put only the most pertinent text on the document Aodping ,

Log Lalnuns

and then refer a person to a website, social media Cottages

Lake Homes

page or registration page with more information. ;‘;‘;;’_‘;‘-aw";’:‘;':;: ”m




White Space

What does the negative space In
this poster allow you to focus
on?




Emphasis

What Is most important?

Emphasis is similar to contrast with one ’ DOUSE THE
exception aemphasis takes into account the FLAMES!
hierarchy of information.
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Emphasis i ALE ’
800/0 OFF
ON ALL PRODUCTS
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prlorlty Is for this flyer?

&
é Discover new marked-down favourites
from all our departments; women,
MANGO ’(




Al Art

The future IS here.

UN- Ny fq.f" eeyn
stock on Canva or Adobe Express to use for

Nz dezNnt&lIl - fyn ~Hf"
pictures now. Al image creation is free and
available for all to use.

akzaxt 37 éf Nke a ‘' e-
https.//aitestkitchen.withgoogle.com/tools/
Image-fx



https://aitestkitchen.withgoogle.com/tools/image-fx

REGISTRATION



Always register your
guests

Have ALL guests register for in-person
events, even when they are free. Why?
It gives you a rough head count of
participation to maximize your
resources for food and entertainment
and It gives you contact information
from people who might not normally be
In your database.




