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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
email address associated with their
smartphone.
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Creating a Group
Calendar

How to create a group calendar on iPhone

* 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.
* 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.

* On your computer, open Google Calendar.
On the left, next to "Other calendars," click Add other
calendars Create new calendar.
Add a name and description for your calendar.
Click Create calendar.
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 iCloud Calendar

« Tap Calendars at the bottom of the screen.

« Tap. next to the ICloud calendar you want to share.

* 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
calendar.

* Tap Add, then tap Done.




Sharing Your Group
Calendar

Sharing a Google Calendar

On your computer, open Google Calendar. You can't share calendars from
the Google Calendar app.

On the left, find the "My calendars” section. To expand It, click the Down
arrow .

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

Under “Share with specific people,” click Add people.

Add a person’s or Google group’s email address. Use the drop-down menu
to adjust their permission settings._Learn more about access permissions.
Click Send.

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



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 the calendars in the dedicated user’s
Integration. section. account.
Sign in to the Zoom web Click Add Choose the email address
portal. Calendar assoclated 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 .

! « 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.
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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.

« Use big and small elements in your designs to establish visual
hierarchy and let the reader know what’'s important.

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

« Add color to make page elements pop.

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

« Use typography by pairing contrasting font combinations.

« 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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Nedde Mo 8P 1504

Lol Noerhebandaftely (04
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https://www.secretstache.com/blog/6-ways-to-improve-contrast-in-your-designs/

Contrast

LOUISVILLE
UNIVERSITY

—— OPEN HOUSE DAY mmmm

How does this poster establish contrast?

22 MAY | 12PM

BIOLOGY « BUSINESS «» CYBER SECURITY » NUTRITION « REAL ESTATE
COMPUTER INFORMATION SYSTEMS - NURSING - ART EDUCATON

www louisville-university com
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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—emphasis takes into account the FLAMES!
hierarchy of information.




“ANOO FASHION PRESENTS i

l SUMMER ~
§ SALE

809%/0 OFF

ON ALL PRODUCTS

Emphasis

pu
Is it clear what the designer’s ARG A D AR

from all cur departments; women,
men, kids and home.

priority is for this flyer?




Al Art

The future is here.

You won't always find the right images in
stock on Canva or Adobe Express to use for
your projects and that's okay. Robots make
pictures now. Al Image creation Is free and
available for all to use.

Here's my favorite site:
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.

“EGISTRA’




Registration Platforms

Eventbrite Tithe.ly Google Forms

Simple and popular across Nonprofit geared with unique Designed specifically for Available for free to any Gmail
organizations. check-in features. churches. user.



Platform
Comparison

Pros

cons

Price

Eventbrite

Facebook, Instagram and promotional tools
integrated on platform

Event listed among all events in area in your
category for organic promotion, Local event
calendar feeder

You can pass fees on to registrant

Only allows tax exemption with proof of
501(c)(3) status

Higher fees than others

No check-in system built in

37% + $1.79 per sold ticket plus 2.9%
processing fee. You net $44.91 on every $50
registration.

If you can prove nonprofit status, it's just
the 2.9% processing fee for a total of $48.55
on a $50 charge.



Platform

. RegFox
Comparison

« Slick pages created with simple URLs, easy
check in software and list management
system

PrOS « There is a cap on fees at $4.99 per
registration
« Very strict about payment processor
Cons

verification

.99 cent, $1 per ticket and a standard 2.9%
Price processing fee for a net of $47.06 on a $50
charge.



Platform
Comparison

Tithe.ly

« Specific to ministry so templates for

PrOS common events already exist
Cons - Backend is a little less user friendly

. « 2.9% + $0.30 / transaction, so you net $48.25
Price

on a $50 charge.



Platform
Comparison

Google Forms

Completely free with a Gmail account

PI‘OS  Highly customizable
« Not a payment processor and cannot
directly accept funds or fees
Cons » Limits direct sharing to 100 emails a day on

free accounts

Price 50



QR Codes

QR codes are pictures that can be scanned by any cell
phone camera to lead the person to a website.

To create a QR for your event, use
https://new.express.adobe.com/tools/generate-qr-code.

Here's how to create a QR code for a link:

* Open the QR code generator.
Enter your URL.

Tap Create QR Code.
Customize your QR code.
Download your QR code.




Promoting an Event
on Facebook

How to Create an event for your
Facebook Page

Tap In the top right of Facebook, then tap your name.
Tap Switch Profiles in the top right, then select the
Page you want to switch into.

Tap In the top right, then tap Events.

Tap Create.

Tap Privacy and select Public Event.

Tap Create.




Promoting an Event
on Facebook

How to invite cohosts to your Facebook
event

* Tap In the top right of Facebook.

* Tap Events. You may have to tap See More first.

* Tap Hosting.

» Select the event, then tap Edit.

« Tap Co-hosts to type a friend's name In the box and
select them.

* Tap Done, then tap Save.




Using these tips and
tricks should help
smooth communication
In your ministry.

Thank you for attention and
participation.




Questions?




