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Submit to the website.

Articles in pdf format
Pictures in jpeg format

Submit to the newsletter

Acrticles in word or rtf format compatible with Microsoft office 2003.
Pictures in jpeg format. Medium resolution. File size below 400KB.

How to check file size

In windows explorer

8% 2005 Blinman

. File Edit ‘iew Favorites Tools Help ]
@ Back ~ () lj‘ - gearch H_ % Folders v
: Address |@ Ci\Documents and Settings\DebiMy DocumentsiMy F - Filmstrip ~ | Go
Thurnbnails ) .
Folders X Tdame: Ties Size  Type Date Modified Date
I3 from jase acent Mew Folder -~ @1 DSCIoo0o01.3 TCETTE 416 KB IPEG Image 21042005 6:14 FM 2oy
23 html_tips_files El DECIoooz, 3 List F00KE  JPEG Image 2010f2005 6:14 PM ziof
3 LP_PAGE ]| DSCI0003, 1 prgrmpreees 286 KB JPEG Image ZOZONS EASPM 2010f

=l rmmramma AT R e T Al AlAAnE A AR Adamd

Click on details and it will give you the size. Any of the below images are of reasonable
size to send.
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Virus and spyware

Please ensure your computer is thoroughly protected by an up to date and reliable virus
checker and anti-spyware program before sending any files in electronic format.

Microsoft word format

If you have some other program please save it in a compatible file.
Microsoft works — please save as a .doc file or a .rtf.
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Important to note that a majority of people still work on OS xp and office xp and all files

should be sav
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ed in a format they can access.
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Save as type:

Waorks Docurnent (*.wps) _:_j

Cancel
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Works Document (*.wps)
Document Template (% wpt)
Rich Text Format (*.tf)

Text File (*.txt; *.csv)
HTML Document {*.htrm; *.html; * . hix)
*

Word 9 £95 - RTF (*.doc)
Works 3.0 for Windows (*.wps)
Works 4.0 for Windows (*.wps)
Wworks 6.0 (*WwPs)
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Digital file size
If sending through pictures from a digital camera some ways to reduce file size easily.

Open a word document
Insert picture from file
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Under the picture tab click on compress and it will bring up a compress pictures screen.
Mark as shown and it will compress your pictures to a reasonable resolution to email.

From here you can send the document by email by going file, send to email
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The above process also works in an email if you have Microsoft word set as your email
editor in Microsoft outlook . There will be similar settings if you are using any other

email program.



Security Other Attachment Security & Options

Preferences Mail Setup Mail Format Speling

Message format
Choose a format for outgoing mail and change advanced settings.

‘Ejj Compose in this message format: | vl

[#]Use Microsoft Office Word 2003 to edit e-mail messages
[Juse Microsoft OFfice Waord 2003 to read Rich Text e-mail messages

[ Internet Farmat... ] ’International Cptions... ]

Stationery and Fonts

f Use stationery ta change wour default Font and stvle, change colors,
AC and add backgrounds ko your messages.

Use this skationery by default: | <None = w

[ Fonts... ]’ Stationery Picker. .. ]
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Pdf format

Pdf converters can be downloaded free of charge from the internet.
Some reasonable no cost ones can be found at www.tucows.com
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PDFA4Free This is a PDF creator, PDF writer and PDF converter.

Go2PDF Allows you to convert any document into PDF format.
pdfMachineWhite This program converts documents into PDF files.
PDFMotoThis program automatically converts documents produced in desktop...
CutePDF Printer This program installs itself as a printer subsystem.

Doc Convertor poc Convertor is a unique and easy to use software to quickly and...
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