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Newsletter:
The Buzzard Droppings

Published:
at least quarterly

Copies:
94 electronic
19 hard copy

Issue #1

Last year, I told you that in 2008 I would be
involved in the publishing an e-newsletter. Today I
am going to give you an update on and some

simple do’s and don’ts I have learned.

The Buzzard Breath’s Touring Region was
chartered in 1993 as a non-geographical Region of
the AACA. We have 113 member families coming

from 26 states.

The newsletter of the Buzzard’s Breath Region is
the Buzzard Droppings . It is published at least
quarterly. Last year we managed to publish 6
issues. Out of the 113 member families, 94
elected to receive their newsletters electronically.

19 requested a hard copy.
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Co-Editors

Fran Shore — Media Pa
Procurement of Articles & Editing
Email newsletter

Judy Edwards — Clayton NC
Production
Hard Copy

Hard Copy
Digest size
(5.5 by 8.5 inches)

Electronic Copy

(8.5 by 11 inches)

Issue #2

I am co-editor of the Buzzard Droppings along
with Fran Shore. We have divided the work as

follow:

Fran is responsible for the procurement of the
articles/pictures that we use in the newsletter. She
edits them and gets them ready for publishing.
She then sends them to me. I am responsible for
the production and manufacturing of the
newsletter. I then email it to Fran in the pdf
format and she emails to those members who
have elected for an electronic newsletter. I then

print and mail the hard copy.

Coming up with a newsletter for this Region
proved to be a challenge as I wanted a newsletter
that would look good visually for electronic mailing
but also look good in print. And the key was to do
it in one document. This proved to be quite a
challenge as the skills, and requirements, for
producing both of these types of newsletters are
VERY different.

The solution: for the hard copy I print a digest size
newsletter (5.5” by 8.5” booklet format). With the
click of 2 buttons, I then convert it to an 8.5” X
11" newsletter for electronic mailing. No other
changes are needed to be made. More on how to

do this later.
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E-mail addresses

6 Try to get a legitimate email address
Some free email accounts like Yahoo,
Google, etc. have a file size limitation
Free email accounts will not accept an
email that is addressed to multiple
recipients
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Keep the number of fonts used in the
publication to a minimum
3 are recommended for:

- Headings (sans serif font)
- Text of the document (serif font)

- Drop Caps

Everyone who has Internet access gets a
legitimate email address from their Internet
provider. But because of security, spam or just
personal choice many people use a free email
account from Yahoo or Google. Many of this free
email accounts limit the size of the file that they
can be uploaded into the mailbox. Emails are also
blocked if it has multiple addresses listed on the
carbon copy fields since this is often a sign of
mass marketed spam mail. The file will often be
deleted and sent to the junk mail file. Legitimate

accounts do not have many of these restrictions.

So try to get the members legitimate email
address. Assure them that their email address will
not be shared in any way and will be only be used
in the transmission of the newsletter or other

important club business.

The key element in designing a e-newsletter is to
keep the file size as small as possible. This will

ensure a fast download for the reader.

Now some ideas on newsletter design.

It is very easy to get carried away with fonts but
keep the number you use down to a minimum -

say 3.

I use a different font for the story headings, text

and for decorative purposes like Drop Caps.
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Fonts

Your electronic newsletter will probably
be printed by the recipient

Use fonts that look good both on paper
and on the computer screen.

Two excellent fonts that serve both
purposes are Georgia and Verdana

Verdana

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrsturvwxyz

A Sans Serif font

Typically used for headlines

Verdana is attractive on paper and

screen.

Georgia

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
Serif Font

et o
a C
Used for body text

The characters are beautifully clear at
8-12 point.

Try and use fonts that look good on the computer
screen and printed. This is important as many

people print a copy of their e-newsletter.

Two fonts that work well for this purpose are
Georgia and Verdana - both of which were
developed by Microsoft and can be downloaded
free from their web site

www.microsoft.com/truetype/.

Verdana is a sans serif font (typeface does not
have the small features called "serifs" at the end

of strokes).

In print, it is typically used for headlines rather
than for body text. Verdana is attractive both on

paper and on the screen.

Georgia is a serif font (serifs are semi-structural
details on the ends of some of the strokes that

make up letters and symbols).

This font is typically used for the body text and is
beautifully clear at 8-12 points.

Georgia is a typeface that provides clarity at low

resolutions on the screen.
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Embedding Fonts

One common problem is that after
converting the file to a pdf format, the
publication no longer looks like it did in
the originating publication.

This is because the fonts you used might
not be installed on the computer you
sent the file to.

In Publisher

Go to TOOLS
Then COMMERCIAL PRINTING TOOLS
Select FONTS

Embedding Fonts

Choose EMBED TRUE TYPE FONTS
WHEN SAVING THE PUBLICATION

This will save all types of the font — bold,
regular, italic, bold italic, etc.

Embedding fonts in your publication is one of the
best ways to ensure that a font used in a

publication is always available, even if you move
the publication to a new computer or take it to a

commercial printing service.

Often when a document is saved, converted to a
pdf and emailed to your members, the sent
document doesn’t retain the settings you choose
when you created it. This is because the person
who received the document does not have the
same fonts loaded on their computer as you do.
So when they opened the file, their computer
substituted a font for the one you choose. And
since it probably has different character spacing,
the formatting you worked so hard on gets
changed. To avoid this problem, embed the fonts

in your document.

To embed your fonts in Publisher -

w Go to TOOLS

w Select COMMERCIAL PRINTING TOOLS
w Select FONTS

w Choose EMBED TRUE TYPE FONTS

It will save all types of the font even if you do not

use all the types in your publication. Only

TrueType fonts can be embedded, and then only if

their licensing allows embedding.
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The more fonts and variants you save, the
bigger your file will be.
If you use only a small number of
characters from a font, choose SUBSET
FONTS WHEN EMBEDDING
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This is area that can easily bloat your file
size.

For example, when using this picture ...
s
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A true type font is a scalable font that displays

and prints smoothly at any point size.

Remember - the more fonts and variants you
save, the bigger your file will be. Each additional
fully embedded font can easily take 40K in file
size, which is why most authors create "subsetted"

fonts that only include the glyphs actually used.

Font subsetting will embed a limited humber of
characters specific to one font thus reducing file
size rather than embedding the whole font. This
may be useful if you need to keep the file size of
your publication small. However, subsetting fonts
will limit your ability to edit text and make any
needed corrections. If you expect to edit your
publication later, don't subset fonts when

embedding.

They say — One picture is worth a thousand words.
That statement is definitely true — especially when
talking about newsletters. Nothing enhances a

story better than a picture of a member enjoying a

club event or seeing a picture of a member’s car.

But if caution isn’t used when developing an e-
newsletter, you can very easily bloat your file size.

Here are some simple things you can do to keep
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Page size: 57 x 7"

Picture size: 4" x 6

File size: 1,216 kb

Picture shown at 13% of original size
(3264 by 2448 pixels)
Slide ————
Example 2- Resized lst
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Page size: 57" x 7”7
Picture size: 4" x 6”
File size: 96 kb

Picture resized 1t to 432 by 288 pixels

the file size small.

Resize and crop all your pictures before inserting

them into a document. Let’s look an example -

In this first example, I have a one-page document
5” x 7" that contains one photo. I took the picture
directly from my camera, saved it as a jpg and
without resizing it inserted it directly into my
document. I then resized to the needed 4" x 6"

size.

The stored file size with this just one photo is
1,216kb. Although you see the picture resized to
the 4” x 6”, Publisher actually stores the picture at
the 100% size and resizes it to the size you
requested. The picture you see is actually only

seen at 13% of its original stored size.

In example 2, I resized the photo first in Paint
Shop Pro (a graphics program) and saved it as a
jpg before inserting into the Publisher file. The
document and picture size are the same as in
example #1 but the file size has now dropped to
96kb. You have managed to reduce the file size by
1120 kb, or 7/8 of its original size.

So, you see if you on average even a dozen

photos that would be a substantial savings of size.

(12 x 1120) = 13,440kb or 13.125 mb
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By resizing the picture 1%t and then
inserting into your Publisher file, you
reduce your file size by about 92%.
Note: if you copy and paste the photo
instead of inserting the file size is 580kb.
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Two common picture formats
jpgs or jpeg - for photos
uses 16 million colors

Gifs — clip art, line art or things that
need transparent background
limited to 256 colors

An interesting note here - if you resize the photo
in @ graphics program, don’t save it and then
insert it into your document by the “copy and
paste” method, your file size will be 580kb. Why is
the file larger than example #27? Shouldn't it be
the same size? You resized it first in both

examples.

The answer is because in example #2 you saved
the picture as a jpg before inserting it. When you
save a picture as a jpg (which stands for Joint
Photographic Experts Group) the file gets
compressed. JPEG typically achieve a 10:1
compression with little perceptible loss in image

quality.

Optimizing web images and photos produce faster
loading times. That can be significant for just one
image on a page, and if you have a few images
there can be a major time difference. Remember
that not everyone is on broadband yet! The
formats that you save your images in affects the
loading times. The two formats most used are jpg

and gif.

Jpeg is used for photos and it lets you reduce the
file size dramatically to get a faster loading time,
while the picture still looks just as good on the
computer screen. However, if you reduce the file
size too much, the picture will look worse. There is
a compromise between file size and an acceptable

picture quality.
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In Microsoft Office Publisher 2007, the
Compress Pictures  button is on the
Picture toolbar
’.: roves ~ %1
Slide e
Optimize your Photos
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Commercial
Printing- 300 ppi
Desktop-220 ppi
and a 95 jpeg
quality level
Web-96 ppi and a
15 jpeg quality
level
Slide e e
Pdf files
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To send a newsletter as an attachment, it
is best to convert your file to a pdf
format.

Free download at www.adobe.com

Current version #9

Gif is used for simple images like clip art and
logos. It's limited to 256 colors, so it's no good for
photos.

In Microsoft Office Publisher 2007, the Compress

Pictures button is on the Picture toolbar.

This will open a dialog box.

Commercial  Printing - Click this option to
compress the pictures to 300 pixels per inch (ppi).
No JPEG compression is performed.

Desktop Printing - Click this option to compress
the pictures to 220 ppi and a 95 JPEG quality

level.

Web - Click this option to compress the pictures

to 96 ppi and a 75 JPEG quality level.

I usually check Desk Top Publishing since I figure

most people print the e-newsletter.

Portable Doc  ument Format (PDF) is a file
format created by Adobe Systems in 1993 for
document exchange. In order to view and print a
PDF file, one must download Adobe Acrobat

Reader.

Adobe's website offers free downloadable Adobe
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Acrobat Reader software.

(Note: PDF is used for representing two-
dimensional documents in a manner independent
of the application software, hardware, and

operating system.)

Converting the File to PDF

Many converters available, including
Microsoft

I use deskPDF to convert my Publisher
file to pdf format.

When converting your file, you have the option of
selecting how backward compatible to make the
file. In other words, how old a version of Acrobat
can read your file. Note the more versions you

include the bigger the file will be.

However, since over 90% of Acrobat users have
version 5.0 or greater, using PDF 1.4 is a safer

alternative.

There are many convertors available. Microsoft is
now offering a free pdf converter that can be used
with Microsoft Office products. It can be

downloaded at www.microsoft.com.

I use deskPDF by docudesk.

Affordable — Standard is $19.95
Professional is $ 29.95
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Converting to a pdf

There are 2 things I
need to do to get my Jis
Publisher file ready
for mailing.
Change the page
size from 5.5” by
8.5” booklet to 8.5”
by 11” one
page/sheet
Set the scaling to
130%

Dovwmnload Times

Dial-Up: The maximum speed available
on a dial-up modem is 56K, and it usually
will be slower then that, dropping as low

as 28k.

DSL basic service, even with the basic

plan is at least 13-times faster.

Upload Time

With a 1 mb file, it will take
+ 14.4 kbps - 9 minutes 42 seconds
« 28.8 kbps - 4 minutes 51 seconds
+ 56 kbps — 38 minutes 41 seconds

- 64k DSL - 16 seconds

I have now finished my newsletter and now need
to get it ready for emailing. There are 2 things I
need to do in order to get my newsletter for

electronic mailing.

1.The 1°* thing I have to do is take my newsletter
out of the booklet form and into single page
letter format.

2. The 2" thing I do is set the scaling to 130%. I
do this so that when the reader prints a copy,

the 8.5 by 11 page is filled to capacity.

Now the newsletter is ready to mail.

Remember a lot of people are still on dial-up. The

larger the file is, the longer it takes to upload a

copy.
Dial-up can vary anywhere from 28k to a max of

56K. This is the number of kilobytes/second that is

transmitted.

The basic DSL service is at least 13 times faster.

Now that you have the file size as small as you

can get, what is effect on downloading times.

A 1 mg file will take about 4 minutes to upload on
the average dial-up and 16 seconds on DSL. I am
on dial-up and receive some newsletters that are
10 mg big. These, on a good day, take at least 1

hour to download.
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The REesults

Issue #1 — 901 kb, 16 pgs
Issue #2 — 787 kb, 24 pgs
Issue #3 — 555 kb, 20 pgs

Issue #4 — 824 kb, 24 pgs
Issue #5 — 906 kb, 24 pgs
Issue #6 — 841 kb, 20 pgs

E-newletter & NAAP

Unfortunately, right now e-newsletter can
not be submitted in the electronic format
for evaluation in the NAAP.

To be considered, you need to print out a
copy and mail to the publications
committee.

Bottom Line

The most important thing when doing
e-newsletter is keeping your file size
small. The factors to consider are:

- Image resolution

- The number of fonts & how they are
embedded

- What pdf version you use
- And level of compression

The results are that for 6 issues we averaged to
publish a 21-page newsletter full of photos at a
size of around 800 kb.

Unfortunately, right now e-newsletters cannot be
submitted in electronic format for evaluation in the
NAAP. You need to print out a copy and mail to the

publications committee.

Bottom line -the main factors in creating small
PDFs are image resolution, image type (bitmap or
vector), the number of fonts used and how they
are embedded, PDF version, and the level of
compression. In general the higher the PDF

version number, the smaller the file.




