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FAQ: Using Online Resources to Promote Your Branch


Clip art, templates, phone conferencing, e-newsletters, and more
1. Where can I get free clip art and templates to use for my branch publications?

At http://office.microsoft.com/en-us/word/default.aspx you’ll find:
1. Clip art to use in your publications or Web sites
2. Templates for fliers, newsletters and more
3. Downloads

4. Helpful tips and how-to information

2. How do I create a Microsoft Word form that users can fill out without changing the formatting?

Visit http://office.microsoft.com/en-us/word/HP052302701033.espx?mode=print. You’ll find instructions on how to create a form in Microsoft Office Word that users can fill out in Word without changing the formatting. These forms can then be sent electronically as a Word attachment.

3. How do I set up a free conference call?

Visit http://FreeConference.com for the following:

1. Access to a free, simple service for phone conference that requires only a name and an e-mail to receive a 120-day renewable account.
2. Each account accommodates 96 callers on an unlimited number of 6-hour free conference calls.
4.
How can I share planning information with AAUW colleagues via the Internet without setting up a public Web site?

Try the online service called Backpack. At http://www.backpackit.com/ you’ll find:

1. A simple web-based service that allows you to make pages with to-do lists, notes, files, and images.

2. Pages can also be shared with others, making this a great, simple way to collaborate with AAUW colleagues
3. It also features a Calendar and Reminders that can be sent via email or to your cell phone at predefined times.
5.
Is there an online resource where I can get fast tips on simple HTML coding for our Web site?
Visit  http://www.webmonkey.com/reference/html_cheatsheet where you’ll find a quick reference guide or cheat sheet for commonly used HTML coding for Web sites.

6.
What kinds of electronic newsletters can I create so that our branch can save time and postage?

There are several types of electronic newsletters you can create. They include the following:

1. Plain text e-mail newsletter: quick and easy to compose, distribute and download, but contains no eye-catching design elements.
2. HTML e-mail newsletter: Incorporates color, photos, graphics and other design elements and have multiple columns but only works for those with HTML-capable browsers.

3. Web newsletter: Hosted on a Web site rather than being distributed by e-mail. Readers must visit the site to read it via their browser. Can include color, photos, graphics and other design elements.

4. PDF newsletter: Distributed as an e-mail attachment and/or posted on a Web site for people to download with free Adobe Acrobat Reader.
7. What else should I know about creating and sending electronic newsletters?
· Send your newsletter through Microsoft Outlook rather than your Web-based e-mail account in order to ensure that graphics and design elements look right. For more details about sending your newsletter, visit: http://office.microsoft.com/en-us/help/HA010451101033.aspx. 
· View your newsletter in different browsers before sending it. The look of an e-newsletter can vary, depending upon the browser used.

· Send a test copy to yourself and a colleague to make sure the formatting is correct before you send it to your distribution list.

· Use a multi-column layout for increased readability.

· For several e-newsletter templates, visit: http://office.microsoft.com/en-us/help/results.aspx?qu=electronic+newsletter. Make sure you download those specifically designed for e-newsletters, rather than print.
· For general tips on creating e-newsletters, visit http://companynewsletters.com/online.htm.

· For tips on completing your e-mail newsletter in Microsoft Word, visit:

http://office.microsoft.com/en-us/word/HA010451061033.aspx
8. What other options are available for creating and sending e-newsletters?

Consider Web-based services such as Vertical Response or Constant Contact. At http://www.verticalresponse.com/ or http://www.constantcontact.com/index.jsp, you can insert your text and graphics in pre-designed HTML or custom layouts. These services will also host your images, check your links and manage your e-mail mailing list. Cost per e-mail is about .015, depending upon the service and pricing plan you choose.
Questions? For more information, contact Paula Maggio, AAUW/Ohio Communications Chair, at 330-922-4352 or at akronpm@sbcglobal.net
Visit AAUW on the Web!  http://www.aauw.org
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