This Week @ The Journey Franchise Overview

Updated March 29, 2005
ASSUMPTIONS
· Access to software capable of creating (Word, Macromedia Dreamweaver & Fireworks) and sending (Worldmerge) This Week @ The Journey. 
· Access to the church database that includes first name and email addresses.

· Access to a previous version of This Week @ The Journey to use as a template to build the current version from.  All textual edits will be made directly into the template and then saved under a different name.
· All necessary files are available for access, including the previous Sunday’s message notes, program and connection card.

· The first draft deadline is 2:00pm on Mondays.
· Sunday is most important weekly announcement and is therefore listed first in every edition of This Week @ The Journey.  Other priorities include Membership and Baptism.
· When writing content for This Week @ The Journey, apply the 4 P’s:
1. Promise: Tell the reader how he will come out ahead by becoming your customer.

2. Picture: Help the reader visualize the benefits.

3. Proof: Prove that you can deliver the benefits.

4. Push: Ask for the order.

Benefits:

· Weekly communication with the entire church.

· Promotes upcoming events as well as church website.

· Prioritizes events for staff and key volunteers.

Deadlines:

· For Included Ads and Calendar Listings: Friday @ 12:00pm

· For Preview by Editing Pastor: Monday @ 3:00pm

· Send to Database: Tuesday @ 9:15am

Priority of Ads:

· Priority should be given to ads the are related to Sunday Service, Membership, Baptism, and Giving (in that order)

Key Objective: This Week @ The Journey provides a weekly electronic communication point with the entire church that is sent via email each Tuesday at 9:15am in order to promote Sunday services, share information about upcoming events, provide Next Steps from Sunday services, and offer a classified listing.
OUTLINE

I. Content Compilation and Formatting
II. Proofing and Approval

III. Publishing

IV. Appendix
I. Content Compilation and Formatting  (in order of appearance):
A. Preparation

1. Access last week’s version of This Week @ The Journey by going to the folder: C:\Sites\TW@TJ\TW@TJ_archives, right-clicking on the most recent version, and selecting “Edit with Dreamweaver”.
2. Dreamweaver will open and display This Week @ The Journey.

3. Save the previous week’s file with the name TW@TJ_[date of Monday]

4. In the Title box in the top taskbar, change the date in the title to the current week.

· For example, “This Week @ The Journey - Week of March 28 – April 3, 2005”
5. Change the date at the top of the html document to the current week.
· For example, “Week of March 28 – April 3, 2005

B. Sunday Services: 
1. Retrieve the title and topic of the upcoming Sunday service and write a 2-3 sentence advertisement for that service in the “This Sunday @ The Journey” section.
a. Sources of title and topic may include:

i. Series Postcard

ii. www.nyjourney.com/messages

iii. Teaching Pastor

2. Under “This Sunday @ The Journey”, replace last week’s catch-phrase title with a catch-phrase title reflecting the topic for the upcoming Sunday’s message.
3. In the cell below the title, insert the 2-3 sentence advertisement for the service.

4. In the cell below the advertisement, ensure that the phrase, “Need directions and service times?” is written and hyperlinked to: http://www.nyjourney.com/contact/locations.asp
a. Highlight the phrase.
b. Insert the above URL into the field “Link” in the Properties pane at the bottom of the Dreamweaver program.

5. Be sure to retain formatting by highlighting the text and selecting Verdana and font size 2 in the Properties pane.
6. If a new series is beginning, the postcard image on the left side will need to be changed to the front of the postcard of the new series.

a. Open Macromedia Fireworks and create a new image with the following specs: 

i. Pixels: 240 W x 158 H

ii. Resolution: 72 dpi
iii. Background: Transparent
b. In the blank area of the new image, paste the image of the postcard of the new series.  The image can be retrieved from Jung Hoon or the Visual Arts Hard Drive.

c. Format the size of the postcard to fit the pixels of the new image. 

d. Export the file as a gif using the Export Wizard located in the File menu.

i. Click File / Export Wizard

ii. Click “Continue”

iii. Under “Choose Destination” ensure that “The web” is selected and click “Continue”

iv. Click exit.

v. In the top left field, choose “GIF” and click “Export”

vi. Save the file in the Images folder as “postcard_[title of series]”

C. Memory Verse

1. Open the previous Sunday’s message notes file (Word).

2. Locate and copy the memory verse from the previous Sunday’s message notes.

3. Paste it into the template below the “This Sunday @ The Journey” section with the title Memory Verse. 
4. Be sure to retain formatting by highlighting the text, selecting Arial and font size 1 in the Properties pane, and ensuring that the title and verse address are in orange, with the verse in blue.
D. Upcoming Events & Opportunities – 6 Main Ads
1. Compile a list of the top 6 upcoming events and opportunities over the course of the next 2-3 weeks.  Refer to “Priority of Ads” on the overview page for help.
a. Sources of upcoming events may include:

i. Important Info section from previous Sunday program.

ii. www.nyjourney.com/calendar 

iii. Staff members

iv. Recurring ads that are used on a regular basis, including Giving ads and Service ads.  See Appendix 3.

2. Prioritize the list by date or specified priority given by editing Pastor.
3. Write a short, catchy title for each event and create it as an image in Macromedia Fireworks.

a. Use a prior title image as a template (a Fireworks png file), by accessing the folder C:\Sites\TW@TJ\TW@TJ_root\images and opening a Fireworks png file with the prefix “titles_” (i.e. titles_membership).
b. Upon opening, use the text tool in Fireworks to select the text in the file and change it to the title of the new event.

i. NOTES: 

a. Be sure that the design of the title is consistent with the other titles on the page (color, font, font size, etc.)

b. The reason for using another file as the template is to simplify design and ensure the correct pixel size of all titles (119w / 40h).

c. With the title now changed and the overall design scheme in tact, click File / Save As and save the file under a different name for easy access later.

d. Export the file as a .gif, suitable for being displayed on a webpage.

i. Click File / Export Wizard

ii. Click “Continue”

iii. Under “Choose Destination” ensure that “The web” is selected and click “Continue”

iv. Click exit.

v. In the top left field, choose “GIF” and click “Export”

vi. Save the file in the Images folder.

e. Upload the file to the Journey website so that the HTML document will pull the images from an online location.
i. Access www.nyjourney.com/admin and entering the username and password.

ii. Click “Messages Admin”

iii. Click on “Series” in the Messages Menu to the left.

iv. Click “Add a New Series”.

v. Click “Select Image”.  A new window will open entitled “The Journey’s File Manager”.

vi. Click on TWATJ and select “Add File”.  A new window will open entitled “Upload Documents”.
vii. Click Browse and select the gif of the title image just created.  Click “Open”.
viii. Click “Save and Close”.  The file will be added to the File Manager folder “TWATJ”. 

f. Insert the link to the title image into the prioritized box by right clicking on the image file where the title will go, selecting “Source File” and inserting the link to the gif file that you just created and uploaded into the URL box.

i. The link to the file will be “http://nyjourney.com/uploads/TWATJ/[title of file]

a. For example, http://nyjourney.com/uploads/TWATJ/titles_membership.gif

g. Repeat this process for creating and uploading all title images for the 6 main ads.

h. NOTE: If the title image is an image that has been used before, you will only need to insert the correct link into the URL box.

4. Create or insert an image to the right of the title image that illustrates the theme of the ad.

a. If an existing image will be used, see I:D:3:f for instructions on how to link to an uploaded image.   
b. If a new image is needed, open a new image document in Fireworks with the following specs:

i. Pixels: 54 W x 64 H

ii. Resolution: 72 dpi

iii. Background: Transparent

c. Images may be found online by doing an image search on www.google.com for an image with a similar theme.  For example, a water image for a Baptism ad.
d. When the desired image is located, right-click and choose “Copy”.

e. Paste the image on the transparent background. 

f. Format the size of the image to fit the pixels of the new image.

g. Save, Export, Upload, and link to the file by following the instructions found in I:D:3:d, I:D:3:e, and I:D:3:f of this Franchise.

5. Write a short 25-30 word advertisement for each event.
a. You may also request or receive a pre-written advertisement from a staff member.

b. If pre-written advertisement is submitted, edit for accurate content and appropriate length.

c. Once you have the final version, type it into the appropriate cell designated by priority and date (in that order).

d. Be sure to retain formatting by highlighting the text and selecting Arial and font size 2 in the Properties pane.

6. Conclude each advertisement by typing the contact information or a simple phrase linking the reader to the website for more information into the cell below the advertisement.  If contact information is used, display the main contact, including name (with hyperlinked email address) and phone number and/or extension.

a. Contact Info:
i. The text should read “Contact (insert contacts name), phone number (and extension if applicable)

ii. Hyperlink the contacts name to their email address by highlighting the name, locating the “Link” field in the Properties pane, and typing “mailto:(contact’s email address)

b. Linked Phrase:

i. Highlight the entire phrase and hyperlink it to the appropriate webpage.

a. Open the web browser and access the destination page.

b. Copy the web address, and paste it into the “Link” field in the Properties pane.

c. Be sure to retain formatting by highlighting the text and selecting Arial and font size 1 in the Properties pane.

7. From time to time, Features (i.e. missions, volunteers, etc.) may be included in This Week @ The Journey.

a. Compile the necessary information about the feature, including topic, length, and placement from the appropriate staff member.

b. Create (if not already pre-written) and edit content.

c. Insert as one of the main 6 ads.

E. Upcoming Events Calendar

1. In the bottom left section of This Week @ The Journey, insert up to 6 upcoming events.

2. The event listing will consist solely of the title of the event and the dates.

3. Hyperlink the title to the appropriate page or event on the Journey website by highlighting the title, and pasting the website link into the “Link” field in the Properties pane.

4. Be sure to retain formatting (color, font, size).

a. Title:

i. Highlight text and select Verdana and font size 2 in the Properties pane.

b. Date:

i. Highlight the text and select Verdana and font size 1 in the Properties pane.

F. Next Steps
1. Articles and Links

a. Have the teaching Pastor(s) from the previous Sunday email to you any links to online articles or scriptures that they would like to include as Next Steps by Noon on Monday.

b. Verify the accuracy of the link(s).
c. Write a short 1-2 sentence explanation of the Next Steps from Sunday in the cell below the “Sunday’s Next Steps” title section.
d. Insert the phrase specifying each next step, and link the text to the appropriate link.
i. Articles or Resources:

a. If the next step is an article, type the prefix “ARTICLE:” or “RESOURCE:” before the title, depending on what type of publication the Next Step refers to.

b. Place the title of Articles in quotes.

c. Highlight the prefix and title and paste the link to the article in the “Link” field in the Properties pane.

ii. Books:

a. If the next step is a book, type the title of the book, highlight it, and link it to the book on Amazon.com using The Journey’s account.
i. Open web browser, go to Amazon.com, and search for book by title.

ii. When found, click to go to book’s main page.

iii. In the web address section, click at the end of the address and erase the address all the way back to the ASIN number (i.e. ASIN/1107799439/) and insert “nyjourney-20” after the forward slash (i.e. ASIN/1107799439/nyjourney-20)

iv. Copy the entire link and paste it into the “Link” field in the Properties pane.

b. To the right of the book, insert an image of the book.

i. Move the cursor to the end of the book title.

ii. Click Insert / Image

iii. Return to the Amazon.com page for the book, and find the small book image on the page.

iv. Right click on the image and select Properties.

v. In the Address: section of the properties, highlight and copy the URL of the book.

vi. Return to Dreamweaver and paste the URL into the URL field of the “Select Image Source” box and click OK.
c. With the image now inserted, link the image to the book page on Amazon.com using the same web address used for linking the title of the book.
G. Banner Ads

1. There are 2 interchangeable banner ads in This Week @ The Journey to be used to promote special events and recurring features such as online giving and Classifieds.

2. To replace any banner ad, right-click on the ad and select Source File.

3. Choose the appropriate image in “C:/Sites/TW@TJ/TW@TJ_root/images” and click OK.

4. If an image needs to be created, you may do so in Fireworks.

a. To ensure correct dimensions, use another banner ad as a template from “C:/Sites/TW@TJ/TW@TJ_root/images”.
b. Create the image and click File / Save As to save the file under a different name in the same folder.  

c. Export the file as a GIF by using the process outlined I:D:3:d. 

5. With the appropriate image in place, click on the image and link it to the web by pasting the URL into the “Link” field in the Properties Pane.

H. Classifieds

1. Upon receiving a new ad for This Week @ The Journey, be sure to read it and edit it for content.

a. Editing Parameters include:

i. All ads must be 50 words or less

ii. Email ad must be received from a Journey attender.

iii. Ensure that content is legible, not profane, and that contact information is included.

iv. Deadline for inclusion is Monday Noon.
2. Once the ads are compiled, access the Classifieds online through www.nyjourney.com/admin and clicking on Events Admin.
3. Find “Journey Classifieds – Week of _________” entry and click on it.

4. Change the title so that it reads “Week of (current week)” and insert the prepared ads into their correct section: Looking for an Apartment, Looking for Roommates, or Looking for a Job.

5. Save and exit.
6. One the Classifieds banner in This Week @ The Journey, ensure that the banner links to the Classifieds online (http://nyjourney.com/calendar/eventdetail.asp?eventid=220)

II. Proofing & Approval
A. Once This Week @ The Journey has been compiled and plugged into the template, proof the entire publication for and make corrections to:

1. Typos

2. Misinformation

3. Formatting errors, including font, colors, design and layout.

B. Upon completion of the initial proof, email the entire document to the approving editor for additional proofing and final approval.
C. Approving editor will proof and email any changes back by 5:00pm Monday.
D. Upon receiving, make necessary edits and save as the final version.
III. Publishing

A. Open Worldmerge, and select “New Project”.
B. Begin the New Project wizard
C. Select HTML project.
D. When prompted, select the most up-to-date Mailing List (to be emailed no later than 6:00pm Monday).
E. Choose “Email” from the list of fields, and click Next.
F. Click Finish and save the project to My Docs/Journey/General Docs/TW@TJ
G. Click ‘Plug-ins’ and open ‘HTML Editor’.  
H. Open This Week @ The Journey in your web browser, click Ctrl-A to select all and then copy.
I. Paste into the HTML Editor of Worldmerge.
J. Verify that the formatting looks correct, click save, and close the HTML Editor.

K. Click on ‘Message’ and then ‘Preview Message’ to look at the finished product prior to sending.

L. Make any changes necessary to the formatting.

M. Save again and send to the Mailing List on Tuesday at 9:15am.
N. After sending is complete (approximately 2 hours later), save This Week @ The Journey and close Worldmerge.
Appendices
Appendix 1: Sample copy of This Week @ The Journey
Appendix 2: Recurring Banners for This Week @ The Journey
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