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Getting Started

Overview

Thank you for purchasing Paramentics Worship Folder Templates. This manual will
help you find your way around the various templates sets offered by Paramentics. The
various sections in this guide will help you make the most of what these templates
have to offer and to turn the sometimes tedious job of building worship folders into

an easy and smooth task.

Template Info

The Classic, Modern, and Royal templates are formatted to Half-Legal sized paper (7"

x 8.5"). Here are the templates that are included with each theme:

Classic, Modern, Royal

e Divine Service |
e Divine Service Il
e Matins

e Vespers

e Compline

e Morning Prayer

e Evening Prayer

Note: The templates mentioned above merely follow the historical orders of service and do not
reproduce the actual texts of each. Since liturgies are often copyrighted and different translations are

used, placeholder text is used in most instances.
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Minimum System Requirements

e Mac OS X 10.4 Tiger or later
e iWork ‘08 or later

Optional

e iPhone 3GS, iPhone 4, iPhone 4S, iPhone 5, iPod Touch (3rd generation), iPod Touch
(4th generation), iPod Touch (5th generation) and iPad, with iOS 5.1 or later
e Pages for iPad, iPhone, or iPod Touch
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Purchasing and Installation

Purchasing Templates

1. Select the template product that suits your needs best.

2. Click the Buy button with the standard price indicated.

3. Fill in the PayPal purchase form correctly. Pay special attention to the e-mail
address, as the download information is sent to the address you have specified.

4. Upon receiving the e-mail with the download info, click on the indicated link and

download your templates.

5. And that's it! Wait for the package to download on your computer.

Installation

1. The DMG package you have downloaded includes the user manual and a folder
containing the templates and fonts.
2. Copy the Templates folder from the DMG package to User Account > Library >

Application Support > iWork > Pages >Templates. Restart Pages and look for the
new templates in Template Chooser.

eoo

[ Templates
(<i>) EHR = CNERERERIREY Q
E [ Guest (@ Applications [ Accounts (1 eSellerate [ Keynote [ My Templates »
D orbos 4N ianmatthew » (&) Desktop (] Application Support * [ Fantastical » (] Pages > (& Worship F...rs - Classic  »
hd ) (] Shared » (i Documents (3 Assistant (2] Final Cut Pro (& Worship F...rs - Modern »
£ Al My Files (&3] Downloads (3 Assistants (] Fontcase (23] Worship Folders - Royal
D Airbrop (5 Dropbox (3 Audio [ FontLab
#\ Applications Library » [ Autosave Information (] GarageBand
Zat (] Movies (2 BBEdit (2 Google
() Desktop (i Music (i Caches (L Google SketchUp 8
[ Documents &) Pictures (1 Calendars (1] HandBrake
© Downloads @ pixa.pxlibrary (] ColorPickers (] iCloud
N (@] Public . Colors [ iLifeAssetManagement
= Movies 0 tmp (2] Colorsync (1 iLifeMediaBrowser
J7 Music (2] Compositions [ iLifePageLayout
Sl (2 Containers (i iPhone Simulator
(2 Cookies (] iwork
SHARED

4 items, 222.99 GB available
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3. Copy the Responses font to Macintosh HD > Library > Fonts. Restart Pages and look

for the new templates in Template Chooser.

8 06 (& Fonts.
<> HN = IE::' m || X[ (|| =~ 2 Q
FAVORITES ,"_‘~ Macintosh HD , @ Applications [ ColorPickers " # RepriseRehearsalStd.otf
42 Dropbox —_ Library » [ colorsync " % RepriseScriptstd.otf A|B|C|G|H|L
2 All My Fil ® nework » @ op » [ Components " | % RepriseSpecialstd.otf
(=] ly Files i (3 System » [l Compositions » # RepriseStampstd.otf
D Airbrop (@ users » [ Contextual Menultems  » ' 4 Reprisestd.otf
#\ Applications [ Desktop Pictures " # RepriseTextStd.otf [A]B][L]M]
& Deskto (3 Dictionaries " % RepriseTitlestd.otf
P [ pirectoryservices " % ResponsesClassic-Regular.otf Name ResponsesModern-Regular.otf
51 Documents 5 Documentation [l £ ResponsesModern-Regular.otf Kind OpenType Font
© Downloads [ bropboxHelperTools "% ResponsesRoyal-Regular.otf Size 4KB
B Movi (3 Extensions " # RosewoodStd-Regular.otf Created Tuesday, February 5, 2013 6:58 PM
ovies (1 Filesystems > [3 santaFe LET Fonts Modified Tuesday, February 5, 2013 6:58 PM
J7 Music (] Fonts > % sathuuf Last opened Tuesday, February 5, 2013 6:58 PM
(2 Frameworks » Version Version 1.000;PS 001.001;hotconv 1.0.56
(@) Pictures Savoye LET Fonts
(3 Google " |1 & schoolHouse Cursive B
SHARED
1 of 397 selected, 227.84 GB available

Note: You may install the templates and fonts by opening them individually. Double-click a template
and click Save as Template in the File menu. In the same way, double-click a font and install it with
Font Book.
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Features

Template Chooser

Once the templates and fonts are installed onto your computer, you can now open

Pages and begin creating a new document in the Template Chooser. You will now see

your new templates categorized in the left sidebar under My Templates:

8 00

All

Word Processing
Blank
Letters
Envelopes
Forms
Resumes
Reports
Outlines
Miscellaneous

Page Layout
Blank
Newsletters
Brochures
Flyers
Posters
Cards & Invitations
Business Cards
Certificates
Miscellaneous

My Templates
Worship Folders - Classic

Worship Folders - Royal

Template Chooser

THEME FOR THIS SERVICE

THEME FOR THIS SERVICE

Compline

THEME FOR THIS SERVICE

Divine Service Il

THEME FOR THIS SERVICE

Morning Prayer

Divine Service |

THEME FOR THIS SERVICE

Evening Prayer

THEME FOR THIS SERVICE

Vespers

THEME FOR THIS SERVICE

Divine Service | (Large)

THEME FOR THIS SERVICE

Matins

| Cancel || Choose

Hovering over the individual templates gives you a preview of all the pages within

that template. Double-clicking a template or clicking Choose will open that template

and you can begin creating your own worship folder.
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Placeholder Text & Images

All templates include placeholders that make adding your own text and images

completely effortless. Simply copy the text you wish to use and then select the

placeholder text. By right-clicking (or Control-Click) and choosing Paste and Match
Style, or going to Paste and Match Style in the Edit menu, your new text will replace

the placeholder text and match the
same style in the template. The
keyboard shortcut for Paste and
Match Style is Shift-Command-
Option-V. (See the Hints & Tips
section of this guide to simplify this
shortcut)

You can drag and drop images into
the grey placeholder images in your
document. Your images will be
automatically formatted to fit the
dimensions of the placeholder
image box. You can also copy and
paste these images into your

document as well.

eoo 4 Untitled
E. & i [T [ Y| [ @ 8 Q A
View _Outine Sections Textfox Shapes Table Chars Comment nspector Media Colrs_Forts

GEE

O JE | Coenmen 2] (o J(0 LI e] | G | EEEE) | Zhe @l | =1
Pag 1.+ T B g g g g

2 3
|
z
6 7
8 s [
10 1

1l{C18-large-01.png

THEME FOR THIS SERVICE

The Season of the Church Year

[ 125% 2 20012292 Words Page Lof 14 AV %

& Untitled 'y
2. & T T i Bl @ = Q A
View Outline Sections Text Box Shapes Table Charts Comment Inspector Media Colors Fonts
O [ () | Chenos ] (oomson 2] 1) L2 ] | \ o) =)
Pages BT I DU S U DU Fol...
| DIVINE SERVICE Il

125% ¢

g

Vestibulum pretium areu id neque omare vehicula. In hac habitasse platea dictumst. Fusce porttitor cursus
massa quis tempus. Aenean tincidunt elementum interdum.

OPENING HYMN

INVOCATION'

lease stand

M:  Inthe name of the Father and of the % Son and of the Holy Spirit.

C: Amen.

CONFESSION

Hymn Title | 999 (1-3)

M:  Praesent risus erat, tincidunt ac vulputate sed, ultricies ut lorem. Duis cursus tortor vel

augue semper in pharetra lacus consequat.

C: Lorem ipsum dolor sit amet,

o

elit. Aenean

adipiscing. Praesent vestibulum mattis vestibulum. Cum sociis natoque penatibus et
magnis dis parturient montes, nascetur ridiculus mus. Aliquam erat volutpat. Etiam
sollicitudin, purus eu molestie venenatis, lorem erat porta ligula, quis porta magna
neque quis nibh. Sed vel auctor] - .

ABSOLUTION?

M:  Donec vulputate dui eu ante con! Paste and Match Style

ultricies tellus et estinterdum ut|
Vestibulum venenatis nisl eget of

tempor vulputate cursus

C:  Amen.

Copy
Paste

Delete
Select All

Create New Paragraph Style from Selection...

Spelling
Proofreading

! integer ac diam magna, nec aliquetsem.{  Font

2 Areu lacus venenatis olit, vestibulum pellel

View  Outline

510f 2,292 Words

Page 3 of 14

4

Speech
Writing Tools
3
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Styles Drawer

The Styles Drawer is a quick and easy way to format the
text within your document. Each template has its own
unique styles. To access the Styles Drawer, click Show
Styles Drawer in the View menu, turn it on in the Format

Bar () , or use the keyboard shortcut, Shift-Command-T.

Paragraph styles will format either an entire paragraph
or all of the text you have selected with your cursor.
Simply click within a paragraph and select a paragraph
style from the Styles Drawer. All of the text within that
paragraph will be formatted to match the style you have

chosen.

Also included are Character styles that make it easy to
replace the formatting of individual words and letters.
These templates include character styles that makes it

easy to replace various responses within your worship

folder.

Paragraph Styles
Free Form
Body
Body: Align Left & Right
Body: Scripture
Body: Scripture-Last Paragraph
Caption
Caption: indent small

Cover Subtitle

COVERTITLE

Cover Title Upper
Footer

FOOTER: CAPTION
Footnote Text

HEADING

HEADING 2

HEADING 3

HYMN

Hymn Stanza

Response: Congregation
Response: Minister

Scripture Readings

SECTION TITLE
SubSection Title

Character Styles

None

Besponses
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Replacing The Responses

Each template comes with special fonts for liturgical responses. Depending on which
templates you have purchased, the fonts that are installed onto your computer are

either Responses Classic, Responses Modern, or Responses Royal.

These responses (“M:", “C:", “L:". etc.) can be replaced by selecting the individual
response and selecting the character style in the Styles Drawer. However, this can
become quite time-consuming if you wish to change the format of all the responses in
you worship folder. Thankfully, Pages allows you to find and replace the character

style of any or all words of your choosing:

1. Go to the Find dialog box by click Command-F or going to Find in the Edit menu.

2. Click the Advanced tab.

3. Enter the response you wish to change in the Find field. Include the colon (:) after
the letter in order to remove it.

4. In the Replace field, enter either the lower-case letter for a white-boxed letter, or an
upper-case letter for a black-boxed letter. (m =[M], C = [&)

5. Choose Responses in the Style drop-down menu.
6. Click Replace All.

Example:
8.0.C Find & Replace 6 .0.C Find & Replace
{ Simple
Find: M: Insert... v Find: C: | Insert... ~
Style: | Any = Match case Style: | Any & Match case
In: | Entire Document Whole words In: | Entire Document & Whole words

(M Search previous text (loop) M Search previous text (loop)

Replace: m Insert... ~ Replace: C | Insert... ~

Style: | Responses s Style: | Responses

Replace All | Replace Replace & Find Previous | Next Replace All Replace | Replace & Find Previous [ Next |
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Sections

Every template comes with 5 different sections that can be inserted into you worship

folder. These sections are “Cover - Front”, “Cover - Back”, “"News & Announcements”,

“Calendar”, and “Blank”.

The front and back cover
sections are identical to the
ones that are present when
opening a new document
from a template. The
templates are formatted in a
way that allows you to remove
the front and back covers
without altering the inside

pages of the document.

If you wish to add a bulletin, or
news and announcements
section to your worship folder,
you can select that from the
menu as well. A calendar is
can also be added if you want
to keep your members and
visitors updated on the events

of the week.

Finally, a blank section page is offered that is useful if you need to add an extra page

or two to the end of the document in order to make your worship folder page count

divisible by 4.

® Pages File Edit m Format Arrange View Window Share Help

Cover - Front

Cover - Back

News & Announcements

Calendar

Blank

putate sed, ultricies ut lorem. Duis cursus tortor vel
nsequat.

ctetur adipiscing elit. Aenean

attis vestibulum. Cum sociis natoque penatibus et
setur ridiculus mus. Aliquam erat volutpat. Etiam
enatis, lorem erat porta ligula, quis porta magna
sto.

: Donec vulputate dui eu ante consectetur accumsan. Duis sodales mollis faucibus. Nulla
ultricies tellus et est interdum ut laoreet lectus aliquam. Sed ac placerat lectus.
Vestibulum venenatis nisl eget orci tincidunt non ullamcorper enim aliquam. Proin

Pages 1-5 of 16 AV %~
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Hints & Tips

Making Your Own Templates

After you have completed your first worship folder using these templates, you can
also save your document as its own template. This allows you to select your own
revised template in the Templates Chooser and quickly make changes for future

services without having to start from scratch every time.

Save your worship folder using Save as Template in the File menu. Now, every time
you start up Pages, you will see your custom template in the My Templates menu in

the side bar of the Templates Chooser.

Adding Art and Music Graphics

Adding art and music graphics to your worship folder is as simple as dragging and
dropping selected images from a folder into your document. If you save your images
to iPhoto, you can use Pages’ built in Media Browser to choose media that you wish to
add. Once the image is inserted into the document and selected, you may format it to
your liking using the options available to you in the Format Bar. For more information
on adding art to worship folders, you can download the Style Guide For Worship

Folders: Art at Paramentics.com.

Changing The Paste and Match Style Shortcut

If you are like me and like to use keyboard shortcuts when copying and pasting text,
using the Paste and Match Style shortcut (Shift-Command-Option-V) can be quite

cumbersome. Here are the steps to make your life a lot easier:

1. Go to System Preferences > Keyboard.

10
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2. Click on the Keyboard Shortcuts tab

Keyboard
| [ ShowAll |

above and select Application
Application: | @ Pages

Shortcuts in the left menu.

Menu Title: |Paste and Match Style
To changeas

Enter the exact name of the menu command ~ ——————

. mon . M Launchpa you want to add.
3. Click the "+" button and a dialog box L R ox/
. | Keyboard [
will open. oo Cancel | [
4 Services
. . . & Spotlight
4. Choose the Application which you ® Accesivily
A\ Application Shortcuts
want change. You may have to select
. Gl —
Other at the bottom of the list and
Full Keyboard Access: In windows and dialogs, press Tab to move keyboard focus between:
manually go into your iWork folder O Moy e etz only

Press Control +F7 to change this setting.

to select Pages.

5.In the Menu Title field, type “Paste B
and Match Style”, without quotes.

6. In the Keyboard Shortcut field, type “v” while holding Command and Option. You
should see the Command and Option symbols, and V.

7. Click Add.

Every time you paste text into your document with Command-Option-V, it will also

match the style of the text that is already there. Take note that you could also change

this shortcut to Command-V, but this would override the general Paste command that

has the same shortcut.

11
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Printing A Booklet

Before a worship folder is sent from your computer to your printer, the pages have to

be imposed. This means that the pages must be sorted properly so that when turning

the pages after being stapled, they will be in the correct order. For example, a

worship folder that is 8 pages long would be printed like this:

e Pages 8 and 1 in the first sheet of paper on the first side,

e Pages 2 and 7 in the first sheet of paper on the second side,

e Pages 6 and 3 in the second sheet of paper on the first side, and

e Pages 4 and 5 in the second sheet of paper on the second side.

It's possible to arrange the pages manually, either in Pages or Preview, but there are

other solutions that make life much easier. Here are two ways of doing this so that 4

pages are correctly printed on one sheet of Legal paper.

1. The application, Create Booklet is a
plugin that can be accessed from the
print menu. You can download it for

free here: thekeptpromise.com/

FreeApps. After it is installed, you will
now be able to click the PDF button
and choose Create Booklet. The
document will automatically open in
Preview and you can now print your

worship folder.

)

PDF v Hide Details

Open PDF in Preview

Save as PDF SRec vuloutate
iricies tellus et

Save as PostScript... Y

istibulum vene
mpor vulputat:

Add PDF to iTunes

Mail PDF

Save PDF to Web Receipts Folder — #cm mana
Mail PDF with Postbox ius venenatis eli
Save PDF to ShoveBox

Save PDF to Yojimbo...

Edit Menu... -

&

In the Print dialog box, make sure you paper is set to US Legal and that there is no

scaling, or that Scale is set to 100%. In the Layout drop-down menu, select Short-

Edge Binding so that all your pages print right side up.

2. Another way is to print using Adobe Reader after exporting your worship folder as

a PDF. You can download it here: get.adobe.com/reader. Go to the print dialog

12
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box and choose your correct paper size in Page Setup, click the Booklet tab, and

print your worship folder.

Note: Always remember that the pages in your worship folder must be divisible by 4 (ie. 8, 12, 16, 20,
etc.). Add blank pages to the end of your document and before the back cover page using Insert >

Sections > Blank if you need more.

Creating Drop Caps

Drop caps are automatically built into the Festival template pack as its own unique
character style, but sometimes you may want to add these to your worship folder. This

is what we will achieve in the following steps:

ULLA EGET MAGNA AC EROS pellentesque gravida id eget

nunc. Quisque in nulla neque, in sodales arcu. Nam plac-

erat eleifend semper. Proin porttitor, purus vitae facilisis
imperdiet, orci lacus rutrum neque, vitae ullamcorper justo.

1. Place the insertion point at the beginning of the paragraph you wish to make a
drop cap. From the menu, choose Insert > Text Box and Pages adds an inline text
box to the paragraph. Type the letter for the drop cap in the text box and set its

font size to four times the size of the surrounding font.

2. Press Command-Return to select the text box,

and resize the text box to fit the letter inside. BE&S&TEC Ba @@

Object Placement
3. In the Text Inspector > Wrap tab, choose left- @) Inline (moves with text)

() Floating (doesn't move with text)
() In background

aligned text-wrapping, and set the Extra Space

field to O pt. The text box should now be placed Background objects are selectable

i ragraph.
in the top left corner of the paragrap o Object causes wrap

4. You're almost there, but the drop cap is not flush BS| | = |SE||E_|| = || =
with the top of the paragraph’s first line. In the
Text Fit
> ==
Text Inspector > Text tab, set the drop down B = ontll

menu below the Line Spacing field to “"Exactly,” SR b

13
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and the number to the same size as the drop cap’s font size. For example, a 48-pt

font should have line spacing set to 48 points.

5. You'll want to adjust the font size and line spacing so that the drop cap covers
exactly three lines of type. Three lines is the professional standard. Drag the text
box's bottom selection handle to adjust its height, allowing the text on the line

below to fall into place under the drop cap.

Traditionally, it is common to set the first word or phrase after the drop cap in caps,
small caps, or boldface. This offers a nice visual transition from the drop cap to the
normal text in the paragraph. The above example uses small caps that are created

using Format > Font > Capitalization > Small Caps.

And always remember to use drop caps sparingly. Using them for only the scripture

readings adds some visual emphasis, but placing them everywhere in your worship

folder may be overdoing it.

Using Templates On An iOS Device

If you have an iPhone (3GS or later), iPod Touch (3rd generation or later), or iPad, and

also the Pages app for iOS, you can load these templates onto your device.

Using iTunes:

1. Connect your iPad to your computer and open iTunes on your computer. After a
moment, your iPad appears under Devices on the left side of the iTunes window.

2. In iTunes, select the name of your iPad and click Apps.

3. Scroll to the bottom of the Apps window and select Pages (in the Apps list under

File Sharing).

4. Click Add, and then locate the templates you want to import in the Choose a File:

iTunes window that appears.

5. Select the templates, and click Choose. Your templates are now installed on your

iPad.
6. Open Pages on your iPad.

14
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7.1n My Documents view, tap the + button, and then tap Copy from iTunes. (Pages
version 1.0 and 1.1, tap g . Pages version 1.2 and 1.3, tap £5.)
8. Tap the name of the template you want to import. Your template will now open.

9. Repeat steps 6-8 every time you wish to start a new document.

Using iCloud

If you have Mac OS X 10.8 or later, these templates and any worship folders you make
can be saved to Apple’s iCloud service. You will want to make sure iCloud syncing for
Pages is turned on in the System Preferences on your Mac and also your iOS device.
Any files saved to iCloud from Pages can be opened and edited on Pages for Mac or

your iOS device, while retaining any additions or modifications that were made.

Template files and saved documents can be dragged into the iCloud Open dialog
box when Pages is loaded on your Mac. You can also manually upload template files

or your saved worship folder documents to icloud.com.

15
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Uninstalling Templates & Fonts

Here are the steps to safely and quickly uninstall your templates:

1. Go to User Account > Library > Application Support > iWork > Pages > Templates.

2. Remove templates from folder.

Note: If you are running Mac OS X 10.7 or later, you will need to hold the Option key while selecting

the Go menu in Finder in order to access the Library folder.

And here’s how to uninstall the fonts:

1. Go to Macintosh HD > Library > Fonts.

2. Remove the fonts that you do not need.

16
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Contact Information

Thank you for using Worship Folder Templates!

For more information about Apple Pages, see tutorials at apple.com/support/pages.

If you have any feedback or comments, please visit paramentics.com/contact.

For more information about Paramentics, visit paramentics.com.

17



