Tree of Life Flip Book 

[bookmark: _GoBack]Chad Freeman of Freeform Ventures will need to create the new design pages each year following the theme for the year. Ideally include as part of the process when ordering all marketing and direct mail collateral.

Process for crafting the internal pages:
1. When you open the word document you’ll see that I created a first and second page.         I have set an image to alternate for the background of odd and even pages and have also included page numbers that will auto fill as you create the document.
2. You’ll see that I have also set a tab that will match the “A Tribute for:” line in the header.
3. Fill in the information as you would any other document. You should be able to copy and paste from a spreadsheet or edit as you see fit. 
4. Once you’re ready to update, save and then export the file as a PDF. 

Building the Tribute Guide:
1. Open Adobe Acrobat Pro
2. Go up to File and select Create and then “Combine Files into a Single PDF”
3. That will open up another screen that asks you what file’s you’d like to add. You should be able to drag and drop files into that screen or you can click “Add Files” where you should select both of the TOL-Tribute List 2018_Cover files and the internal pages that you have saved. 
4. Once you’ve added those files, you should be given screen that shows the three files (both cover files and the internal pages). You can then drag to reorder the files so that they match the placement that you’d like them to be.
5. Click “Combine” in the upper righthand corner and then save the file. 

Upload to Issuu:
1. Go to Issuu.com 
2. Login in using: hospice@freeformventures.com and H0sp!ce
3. Click “Publish” in the upper navigation bar
4. Select the file you just created and either drag and drop it into the browser or search for it using “Select File to Upload” 
5. While the file is uploading, complete the Basic Information like:                                             Title, Description, Type (choose whichever feels right to you)
6. Once everything is in place click “Publish” and it will become a draft. 
7. Add links: on the bottom of the righthand page of the internal pages there is a place that says “make a gift now!” Last year, we added a link to that place so that people clicking through could donate. You can do that once the draft is published under the “Add Links & Media” option. It’s a little extra work but it goes a long way to making it more engaging. To add links, go to each righthand page and create a box over the place for them to click and add the link to the donation page (https://hospicegiving.org/donate-tree-of-life/)
8. Save the document 


Update the Tribute List:
As you get more tributes you will (obviously) update the file. Fortunately with Issuu, it is easy to update rather than creating a whole new publication. 
1. Login to Issuu the same way as above
2. Go to “Publish” and select “Publication List”
3. There you’ll see the list of documents on the site (should be both TOL 2017 and the one you uploaded TOL 2018) 
4. Select 2018
5. Click “Re-upload” and upload the updated file. 
6. Add the links the same way you did before 
7. Save

Please let me know if you need any additional clarification, would like to edit the documents as I have them set up, or if you’d like me to tackle the initial upload process. 

Talk to you soon,
Chad

Chad Freeman | FreeForm Ventures
business consulting | generational dynamics | brand management
FreeForm (adj.) not conforming to a regular or formal structure or shape
chad@freeformventures.com | cell 714.329.5053
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